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So rquharson 


Farquharsons claim descent from 
the ancient Thanes and Earls of Fife, one of whom was 
the MacDuff who defeated Macbeth. King Robert the 
Bruce made Shaw MacDuff the Farquharson chief, 
hereditary chamberlain of the royal lands of Braemar 
From the earliest times Upper Deeside has been a 
favourite resort of royalty. Just as Queen Victoria and 
later sovereigns make their way there every year, so the 
early Scottish Kings are said to have periodically visited 
this land. The great Highland Gathering still held each 
autumn is said to have been founded by the mighty 
Malcolm Canmore, who offered a prize of a purse of 
gold with a full suit of Highland dress and arms to the 
man who could first reach the top of Craig Crynoch 
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Renfrew Foundries 





HILLINGTON, GLASGOW, S.W.2 


‘Mimited Telephone: HALFWAY 





Right up to the minute in appear- 
ance and ease of operation, the 
Ediswan Loudspeakerphone is 
the most economical inter-office 


communication system available. 


Write for a copy of booklet B100 





a 
PRICE 


Standard Master Unit 
for 6 extensions : 


£22.10.0 
£4. 5.0 


TUNE Se 


EDISWAN 


LOUDSPEAKERPHONE 


No purchase tax 


Extension Units (each) 





No rentals 


THE EDISON SWAN ELECTRIC CO. LTD., 
155 CHARING CROSS ROAD, LONDON, W.C.2 


Member of the A.E.1. Group of Companies 





KP 100 
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PAY WAGES /W THE 
WEwW WAY’ 
VOID TROUBLESOME DISPUTES 


FRAUVOPROOF’ 
eaten 


OPPER AND SILVER BAGS 
—— 


oper s Stlver Bags 


J@ met ALL DENOMINATIONS 
SEND ENQUIRY 
SPECwL TEAMS TO THE TRADE TO-DAY 


LANCASTER BROS. & CO. 
SWADWELL ST « B/RMUINGNAM, 4 
TELEP ROME Mos: eomrene 3280/8 (eth) 


we 
WAGES EASILY CHECKED : 
WITHOUT BREAKING SEAL CASH BAGS & PAY WALLETS wees 4 yt yt ~ 
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GUARANTEED TO MULLEN TEST 








NOTE LARGE HOLES IM SEAM 








EVEREST ! 
LE MANS! 
H.M.S. ANDREW! 


A year of records! 


Why not create one yourself with the— 


—UNIVERSAL SPEEDFEED— 


Cut the TIME and COST of producing typewritten multiple records by 10-20-50", 
or more. ELIMINATE ALL NON-PRODUCTIVE EFFORT 





use continuous stationery 


YOUR TYPEWRITER can be adapted in a FEW SECONDS to handle CONTINUOUS 
FORMS thus facilitating their preparation ina FRACTION OF THE TIME taken now— 
immediate resumption of general typing, letters, etc., is possible without any dismant- 
ling or inconvenience. 


TYPE !—the Universal Speedfeed COLLATES,"INTERLEAVES and RETRACTS CARBON, and 
makes ready the NEXT SET OF FORMS 








POST THIS COUPON TO-DAY 


( D>) \/ Please let us have further details without obligation 


Name 
LIMITED 
Address 


Sales Department & 


Showrooms 
Registered Office, 


Factory & Export Department 
WARPLE WAY * ACTON 
LONDON Ww .3. 


ST. GEORGE'S HOUSE 
1S HANOVER SQUARE 
LONDON, W.! 
Telephone 
MAY fair 9622/3 








CONSULT US—A FREE AND FRIENDLY SERVICE IS YOURS ON REQUEST. Specialist department for 
CONTINUOUS STATIONERY used on ACCOUNTING, TABULATING, ADDRESSING MACHINES and 
TELEPRINTERS. ASK US TO QUOTE. 
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Olivetti products have a world wide 
reputation for excellence of design, 
workmanship and performance. 


M 44 STANDARD TYPEWRITER available in six carriage 
lengths and a choice of type faces ; automatic margin 
setting ; automatic tabulator; perfectly aligned typing 
of remarkable clarity. Made in Great Britain. 





LETTERA 22 PORTABLE TYPEWRITER 
LETTERA 22 PORTABLE TYPEWRITER has all the features 
of a standard office machine, yet weighs under 84 Ib. 
Supplied complete in Airline de luxe carrying case. 


Made in Great Britain. 





ELECTROSUMMA 
ELECTROSUMMA Electrically operated sterling adding/ 
listing machine. Capacity 10/11 columns. Direct 


subtraction and credit balance. 





DIVISUMMA 
DIVISUMMA PRINTING CALCULATOR adds, subtracts, 
multiplies and divides, gives credit balance, and prints 
its own record of the calculations. Capacity 10/11 


columns. 





Write for details BRITISH OLIVETTI LTD 


10 BERKELEY SQUARE W.1. TEL: GRO 6161 
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THE CASE OF THE TRAFFORD TILE 


Asbestos-cement tiles like this were used to 
roof a whole group of factories (a Burroughs 
one included) near Glasgow. If the 

Manchester office 


stock 

had 
failed, some components might not have been 
at the right place at the right time 


control system ina 


The factory roof 


SOME TIME AGO, Turners Asbestos 
Cement Co. Ltd., a member of the 
Turner & Newall Organization, found 
itself with a pressing stock-record prob- 
lem. The company’s six factories turn 
out all manner of asbestos cement pro- 
ducts, and at the central office in Man- 
chester, the management was finding it 
increasingly difficult to handle a rising 
volume of stores transactions. In oper- 
ations that needed most accurate co- 
ordination (as in the distribution of 
supplies of roofing in Scotland) day-to- 
day knowledge of the exact stock 
position and location became impera- 
tive. Were all the components on the 
spot? Were there hook-bolts enough to 
secure the tiles? 

It was at this point that the collabora- 
tion of Burroughs machine-accounting 
specialists was invited to in 
solving the problem. Burroughs sug- 
gested the installation of Multinlying- 


assist 


had to be 


assembled in the office! 


Accounting Machines at the Trafford 
Park Works of Turners Asbestos 
Cement Co. Ltd. By use of these ma- 
chines, Purchasing Orders, the Stores 
Ledger and its Journal Audit proof 
sheet could all be calculated, extended 
and posted automatically — stock bal- 
ances for all the six factories appearing 
at a glance on one card. 

Result: The Stores Accounts system 
now gives a continuing picture of the 
exact stock position in all the 
tories. The Chief Stock Controller can 
tell at a glance the value of total stock 
and the stock balance at any plant. This 
system, with its absolute proof of ac- 
curacy, makes ordering and controlling 
possible far in advance of requirements. 

What about you? If business 
could benefit from accurate 
figuring, call in Burroughs. They can 
offer advice on all the latest systems, 
for Burroughs market the world’s 


fac- 


your 
faster, 


For expert advice on business figuring 


cal. IN Burroughs 4 


AUGUST, 1953 


broadest line of modern record- 
keeping machines: Adding, Calculat- 
ing, Accounting, Billing and Statistical 
Machines, and Microfilming Equip- 
ment. Remember, once you have any 
Burroughs machine, Burroughs Service 
guarantees its efficiency in operation. 

Call Burroughs today. Burroughs 
Adding Machine Limited, Avon House, 
356-366 Oxford Street, London, W.1. 
Sales and Service offices in principal 
cities round the world 


At work on the Stores Ledger for Turners 
{shestos Cement Co. Lid., is Miss LilianM 
Hopson. She is Burroughs 
Multiplving- that 
helped to solve the Case of the Trafford Tile. 


using one of the 


f<counting machines 
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Clinch sales at the Point-of-Sale 


This DUDLEY fluorescent fitting is specially 
designed to give your products Sales-Appeal 


», Modern lighting has three functions to fulfil (1) Economy 
| (2) Better display illumination (3) Architectural harmony. 
The C.W.S Dudley fluorescent fitting illustrated above not 
only fulfills these requirements absolutely, it is, moreover, 
the most adaptable fitting on the market. It is suitable for 
transom rail suspension, rod or chain suspension for general 





lighting. ‘Soffit’ mounting on the ceiling, vertical mounting 
as a corner fitting and, as a window fitting giving upward 
illumination. It is fitted with quick start gear and tubes, 
detachable louvre and supplied with 2, 3 or 4, four foot 
tubes as required. 


Further particulars from the makers 
and catalogue available on request. 


C.W.S8S LTD. 
NATIONAL WORKS 


THE MOST ADAPTABLE DUDLEY 


FLUORESCENT DISPLAY 
UNIT ON THE MARKET “4 


WE ARE ALSO MANUFACTURERS OF STEEL EQUIPMENT 


Filing Cabinets, Cupboards, Clothes Lockers, Safes, Cash Boxes, Office Tables, Card Index 
Cabinets, Powers Samas Cabinets and Trolleys, Shelving in steel or aluminium and fittings for 
Self-Service Shops. Send for 1953 catalogue NOW. 
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Low cost cleaning for Floors 


- - 








Wood floors, composition floors, tiled floors, 
lino—TEEPOL cleans them all, faster and 
with far less effort. Effective in water of any 
hardness, this remarkable modern detergent, 
developed by Shell, quickly shifts all grease 
and grime, cutting down cleaning time and 
cleaning bills. With the same outstanding 
efficiency TEEPOL also cleans everything to 
which water may be safely applied! 


TEEPOL (liquid) is supplied in 4-gallon cans 

with an economy pouring device: also in 45-gallon 
drums and in |-gallon cans. Write for a free 
illustrated booklet which describes the many 

uses of TEEPOL. 


Clean right through with 


SHELL CHEMICALS LIMITED Dw isiono! Soles Offices : Waiter House, Bedford St., London, W.C.2. Tel : Temple Bor 4455. 42 Deansgate, Manchester 3 
Te/.: Deansgate 6451. Clarence Chambers, 39 Corporation St., Birmingham, 2. Te Midland 6954. 28 St. Enoch Square, Glasgow, C.! Tel: Glasgow Central 956! 
* TEEPOL " is o Registered Trade Mark 
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Bint iteus, Gti have every copy 


added as 
easy to read 


, 


imum a 


Let’s have done with poor copies from old fashioned copying 
methods; let’s have no more inaccuracies, or waste of time 
on checking and rechecking; let’s have copies of reports or 
schedules, plans or drawings, memos or minutes etc. — from 
a ‘master’ that involves little more than typing or drawing 
on a piece of paper; let’s have colour as simply and cheaply 


PUT IT ON THE 
as black and white — without ink or stencils. 


LET’S HAVE BANDA — for perfect copies! 


no trained operator required. 
Please send me illustrated 3 to 300 copies from one ‘master.’ 
leaflets with details and prices up to seven colours in one operation. 


of BANDA only paper, fluid and transfer sheets used. 


Name 


POST THE COUPON FOR FULL DETAILS 


Address 


BLOCK & ANDERSON, LIMITED 
58-60 Kensington Church Street, London, W.8. 





PUNCHED CARD SYSTEM 


is a card recording system PLUS an automatic 
method of selecting records by cross classification. 


FINDEX selects the cards mechanically, presen- 
ting ANY GROUP on demand without disturbing the 
filing order of the cards. 


FINDEX eliminates the needéto inspect every 
card In the index—a monotonous and fatiguing job. 


FINDEX can be handled as treely as an ordinary 


card index. 


FINDEX provides for many kinds ot sub-divisions, 
and the number of classifications is almost unlimited. 


FINDEX is NOT a ready made system—every 
installation is arranged specially to fit the needs of its users. 


Wherever cross indexing is necess- 
ary, or wherever cards must be 
selected in groups, FINDEX HAS 
NO EQUAL! 


You are invited to investigate— 
without obligation, of course ! 
Our experience is at your service 


= 


Li 
‘ 


CW. CAVE & CO. LTD. 
* 59, HOLBORN VIADUCT, LONDON, E.C.! 
TELEPHONE : CENTRAL 3778-9 
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ABIX 


STEEL PARTITIONS 


Abix steel partitions are light, strong and fire 
resisting 


Suitable for office or factory, they can be erected 
by comparatively unskilled labour 


Zj::+4 \ Catalogue on request 


IN 








a) 
‘ABIX 
Abix Cycle Stands are con- 
structed of steel throughout, 
stove enamelled green. Roof 
sheeting is normally of galvan- 
ised corrugated sheet steel. if 


required, sheeting can be 


(METAL INDUSTRIES) LTD.  supptied’ in” Aluminium, 


FACTORY EQUIPMENT SPECIALISTS 


Asbestos or Robertson Pro- 
tected Metal 


The illustration is of our type 


i : ith 12 in. ¢ . 
Taybridge Works, Taybridge Rd., sone tone cneesiey 20 ‘ane 
Thi f stand is popular 

Battersea, London, S.W.|1I. = com a ae cml 


TELEPHONE : 
TELEGRAMS : 


amount of ground space 
BATTERSEA 8666/7 covered and the generous 


ABIX-BATT. LONDON roof cover 








Counting 
the Cost 


Modern costing and accounting 

methods are of no avail 

without full and accurate data. 

The Magneta M.16 Time System 

can provide this—it is much more 

than just another “ Clocking-in Device” 
yy Let us tell you about its many 


features, which commend it to modern 


industries large and small. 


- THE MAGN ETA TIME COMPANY LIMITED 


TRACE MARK 


GOBLIN WORKS, LEATHERHEAD, SURREY - Phone: Ashtead 866 
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if you feel that the answer to these questions 

must be ‘ yes’, well, you had better get in touch with 

Art Metal about their Planfile. It's the answer to your 
problems. 


or write to . . . Vir 
Ce Rood 


~ LONDON Swi 
~. 


Phone Sloane 520! ... AYe? N\eral 


\ 


} $ Why not send for Catalogue 610 and study the features of the Art Metal Planfile at your leisure ? 
7 o 
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£24,230,000 


This fantastic figure is the amount which 
went up in flames in Great Britain in 1952, nearly 
one million more than the 1951 total. Yet even 
this startling sum does not take into account the 
loss of production, the loss of potential markets, 
the heartbreaks and headaches of reconstruction— 
of papers and records lost forever—the waste of years 
and years of energy in the building-up of an organ- 
ization, 


APPLIANCES 
FOR EVERY FIRE RISK 


**Waterloo”’ Water/CO, Extinguishers 
**Roc”’ Chemical Extinguishers 
**Rocsuds"’ Foam Extinguishers 

“Tetra” Hand Pumps 
** Petrolex’’ CTC/CO, Extinguishers 
**Roc”’ Hose Reels 
**Roc”’’ Foam & Chemical Engines 
Hydrant Fittings 
Fire Hose Fire Buckets 
Fire Escapes 


Fire Blankets Etc. Etc. 


SPECIALIST FIRE EQUIPMENT SERVICING 





Write for 24 page catalogue “FIRE 
FIGHTING PLANT & EQUIP- 
MENT” or ask for one of our surveyors 
to call and advise without obligation. 


READ & CAMPBELL LTD 


Est. 1878 
FIRE FIGHTING EQUIPMENT 
(Dept. 6), 75 Victoria Street, London, S.W.1. 


Tel: ABBey 2602, 5762 











Cables Valorem, Souwest, London 








Alb TO 
LECIBILITY 


s OME people use a pair of bellows, but they 


only move the dust somewhere else in the 
composing room, so we introduce this B.V.C. 
type cleaning tool. “T'ype-toileting’ by vacuum 


is simpler, quicker in ‘every case’. 


Its associated vacuum plant with suitable 
attachments can be applied to vacuum-cleaning 
operations of all kinds in composing room and 


machine room. 


Have you a problem concerning 
the conveying, extraction § or 
removal of light materials? If 
so please write us—there is no 
obligation. 


ANC ; 





INDUSTRIAL VACUUM 
CLEANERS 





THE BRITISH VACUUM CLEANER & ENGINEERING CO. LTD 
(Dept. 1/AIl) GOBLIN WORKS, LEATHERHEAD, SURREY 
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Why not gaq your Salecmen ? 


That would stop their little games eh ? 


Running around the country selling things 
all over the place! Making nothing but 
work for everybody. 

Silly? 

Well, it’s no sillier than the conditions 
permitted to hamper production in some 
factories. 

In thousands of works production is slowed 
down because seeing conditions—nothing to 
do with lighting—-seeing conditions, at the 
bench or machine are bad, and nothing is 
done about it. 


AOUR or ign 
IQNSERIE do , 





Bad seeing means tired eyes, fatigue, less 
output, absenteeism. 

And a coat of paint could probably put it 
right! 

“Colour Conscription for Industry ” tells 
in a commonsense practical way, how colour 
can be conscripted to work for the benefit of 
employer and employed, and its effect upon 
production, upon absenteeism, upon the 
general attitude of the worker to his job. 

The results of simply helping workers to 
see what they are doing are truly remarkable. 

May we send you a copy of “* Colour 
Conscription **? 


PRODUCTION UP 10 
ABSENTEEISM DOWN 50 


Such is the record of a well- 

known foundry after applying 

the principles described in 
** Colour Conscription."’ 


BRITISH PAINTS LIMITED 


PORTLAND ROAD, NEWCASTLE UPON TYNE 
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Strong, adaptable and rapidly constructed, Metalrax 

steel shelving ‘takes the strain ’’ of stores planning, 

As the volume_of business expands so Metalrax can 

be added to as current needs demand, Install Metalrax 

now, and put your stores on a commonsense and 
economical footing. 


METALRAX 
tikes a load 


This is the off storage 


unit that takes 


the strain problems 


























write for details and literature from METALRAX LIMITED 
BORDESLEY GREEN ROAD, BIRMINGHAM 9. Telephone: victoria 4121-2 





oc CODING 
IDENTIFYING 
CLASSIFYING 


Illustrated are impressions of characters and 
figures of special numbering machines. They 
meet the many diverse problems of coding, 
classification and identification and are widely 
used in the Ball Bearing Industry and for the 
overprinting of labels, shirt and collar size 
marking, Jacquard card sequences, the printing 
of optical formulae, and for multi-impressions 
through carbon backed forms. 


ENM can solve your problems by supplying high 
grade machines made to meet your special needs 


ENGLISH NUMBERING MACHINES LIMITED 


(Dept. 3b), Queensway, Enfield, Middlesex. Tel.: Howard 2611/5 Grams: Numgravco, Enfield 
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Meet 
NORMAN 


_ THONG 





= EVERY PUNGENT DRAMATIC CRITIC, Norman Thong 

needs a tough, pencil-proof envelope* to make notes in 

the dark on. The view, widely held by actors, that not only 

Thonge’s notes, but his notices too, are written in the dark, doesn’t worry 

Thong. Nor does the opinion, expressed in the same quarter, that Thong should be forced 

to appear before an audience of actors on the stage of the Pavilion, Greenock, there to entertain continuously for not 
less than one hour under pain of expulsion from the Critics’ Circle. 

Thong does not care what actors say (though he often remarks that he can’t hear it), He knows that they can’t get 
into print with it. 

He, on the other hand, must divert and instruct 


some 2,000,000 readers weekly, a task calling not 


.H a 
CAE ¢ 
Be > PAS 


“Same old plum in the mouth”... but for a ea i \\° 
\\ y 


only for marginal comments on the cast page of his 


programme... “‘Hasn’t a clue’’, “‘Fatter than ever” AY 
5 


~ . Wy, < 
memorandum of more elevating selections from the v 4 THON 
critic’s phrase-book SS G 
| Flays 
And it is because there is seldom room in a programme 
margin for long and discursive references to Edmund V/ THEAT py 
—__ 


Kean’s Othello that Norman Thong, like every pungent 
dramatic critic, needs a stout, scribble-resistant envelope 


to make notes in the dark on 


* One of the RIVER SERIES for preference. A nice Tee 


the thine for Thong, our fictitious criti 


Cartridge would be just 


There are several features that distinguish River Series 


from ordinary envelopes—teir mart modern 


* Square Cut * appearance ill have generou 
ming of flaps and wide overlap of seams to pr 


security und all are made from British high 


SAMPLE BINDER 


quality 


papers. Your local Stationer or Printer will readily arrange supplies 


River Series envelopes |: 


ADDRESS 
THERE AKE OVER 260 fferent 2 st es of Mar as 
r Mail, Cart me a Parct t« int er Series’ 1 
L 





PIRIE, APPLETON & CO LTD +: CHADWELL HEATH MILL 
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FINEST VALUE 
IN FULLY ADJUSTABLE 
TYPISTS CHAIRS 


Type KAI £5-2-6 


Pius 19/3 P.Tax 


LEABANK 
WORKCHAIRS 


Write for details of full range 
of office and factory chairs. 


LEABANK CHAIRS LIMITED 
19, Clifton House, Euston Road, London, N.W.!. 








...and the day's post 


is opened 


IN 60 SECS 


How long after the post 
is in does work begin? 
Save precious half-hours 
with an ICC letter-open- NEATLY 
ing machine! It’s elee- 
trically operated; ajunior 
ean run it. Automatic 
feed safe for user and 
letter-contents. Cutters 
are self-sharpening. Size 
124x114 x9 ins. There’s 
a hand model, too. Let 
us demonstrate this 
machine in your office. 


International Coin Counting Machine Co. Ltd. 
Alexandra Road, Enfield, Middlesex 
Phone : Howard 1886 


Makers of letter-opening, envelope-sealing, 


coin- and token-counting machines 
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printed Labels 


licket. & : 


dos. 











Printed from : 


THE ROLL < IN STRIPS 7 OR SINGLE &% 


No need to be puzzled. Dapag supplies the answer to all label, ticket, and 
tag problems. A factory trained Dapag representative who has full experi- 
ence of the application of labels, tickets and tags to all industries is at your 


command—absolutely free, of course, of any obligation or charge. Write now. 


DAPAG Head Office: 7 & 8 OLD BAILEY, E.C.4. 7e/: City 5373-6 
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eee ete 
\ map and i 
plan mounting / 


THE FIRST-CLASS JOB speaks for itself! 
- « « something to remind you perhaps of clean 
sheets newly aired! Smooth your hand across its sur- 
face. There is strength and durability, fine finish, 
fitness for its special purpose. . . . The greatest care 
is necessary. No two lots of paper are exactly alike. 
Papers, cottons and mounting boards vary in tensile 
strength and shrinkage factor. A particular glue will 
suit one job—only a certain paste can be trusted for 
another. Generations of craftsmen have handed on 
knack and knowledge of this kind at WEST; we are 
constantly experimenting, testing, making sure! 

Perfected processes include joining and mounting 
maps and plans of all sizes on to 
paper, cotton and board; 
providing and fixing roller- 
and-ledge fittings; fixing to 
spring rollers; mounting flat 
or cut to fold as for road 
maps; providing and fixing 
large wooden strainers as for 
theatre and exhibition displays; 
expert repair of torn and dilapi- 
dated documents; binding reports and 
estimates into book form ; edge-binding 
with ‘ Byndite’ or silk; and varnishing 
++eee+. and we welcome new problems! 


in the field of map and plan mounting 


4 = me understand your problems 


A.WEST & PARTNERS LTD - 4 ABBEY ORCHARD STREET - LONDON - 8.W.1 
TELEPHONE: ABBey 3323 


WESTY SAYS: We specialicn 





TAYLORS 


for all makes of 


TYPEWRITERS 


*% ADDING MACHINES, Calculators and other Business 
Appliances BOUGHT, EXCHANGED, HIRED AND REPAIRED. 


The “SUMMA” Portable 
Adding Listing Machine. Simple 
to use. Adds and Subtracts from 
Id. to £99,999,999 19s. lid. Auto- 
matic Credit Balances. Fitted 
with Multiplication Feature. 
Promt Delivery from stock. 
Free Delivery in U.K. FULLY 
GUARANTEED. 


STOCKTAKING ? Why not HIRE an ADDING MACHINE? 


Do you realise that) altered cheque 
is your own liability? ELIMINATE 
LOSS AND FRAUD by using a 
‘*SAFEGUARD" cheque protector. 
Used by leading banks and firms. 
Price £18 18s Od. All makes of 
Cheque Writers at keen prices 


ROTARY CALCULATORS ALL 
MAKES. Simple rapid machines 
For all calculations. 


EMPIRE Aristocrat 


The smallest and Lightest Portable 
Typewriter on the Market. £19 19s. 
with case. Fully Guaranteed 


WING 
9AP 


SEPT 19th 


TAYLOR'S 
TYPEWRITER 
MARKET 


Write, Call or Phone HOLborn 3793 


74;CHANCERY LANE (Holborn End) 
LONDON, W.C.2 


and at Maidenhead 


C. ; ve for those 
who Gave 
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We diminated 
(000 ih copies 


yy ~| With Fanfold Combined Forms 


i. . 2 e 
ILA Do you have inter-office correspondence ? 


Then you can make similar savings—perhaps even more ! 





This manufacturer has two plants. Each memo between them takes four 
copies—original, writer’s copy, wake-up copy, and file copy—four to write, 
four to file, eight in all. 


But not on Fanfold Combined “ Inter-Office ’’ forms. 


These new forms combine sending and reply into one set—copies separate 
with one swift motion. ‘The saving? Four copies with every writing 
50,000 copies per half year. ‘That is £18 saving in paper cost alone, to say 
nothing of savings in labour costs. ‘Think, too, of the saving of filing space. 





Fanfold Limited, design such specialised forms for any business. Call in 
a Fanfold Technical Adviser to investigate this possible saving—that is far 
easier then taking time for it yourself—no obligation whatever. 





Send today for copies of Fanfold : P 
Business Practice Reports. Please Address to 


¢ Indicate those required. 
P1.TRANSKRIT (SPOT Nom 

CARBON). 

2. FANFOLD CONTINUOUS 

STATIONERY. States 

P.3. CARBON SNAP-OUT (UNIT 
SETS). 

P.4. TABULATING (CON- 
TINUOUS). 

P.6.SPEEDOTYPE CON- 
TINUOUS STATIONERY. Address 

P.7. PORTABLE REGISTER, 


Company's Name 


Sil REPLY MEMO PAD. 


Sentoly, 


NORTH CIRCULAR ROAD, LONDON, N.W.2. 
Telephone: GLAdstone 5477 (4 lines) 
and at Birmingham, Cardiff, Manchester, Sheffield, Glasgow, Dublin and Belfast 


PLANNERS OF SYSTEMS FOR ECONOMY OF TIME, LABOUR AND 
MATERIALS IN THE OFFICI 


Hanfold for Poems 
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om the job on time... 


Don't bottle-neck your employees, save those 

valuable minutes so easily lost queueing at your time 
recorder. Gents’ Automatic Time Recorders are 

operated by one hand only, an important advantage 

both to employer and employee. The operation ts so simple 
that employees pass through without hindrance, ensuring 
that all are on the job on time 


Cut out time wasted queueing to “clock in’, install a Gents 
Automatic Time Recorder and help your production to rise 

They are available for outright sale or on an economical rental basis 
and can be operated either from mains supply or from a Gents’ 
Controlled Electric Clock System 





GENTS | Time RECORDERS | tm ft stiomane 


OF LEICESTER 











Full details are free, just drop a line for leaflet 280. 


GENT & COMPANY LIMITED + FARADAY WORKS - LEICESTER 
London Office & Showrooms: 47 VICTORIA STREET, S.W.1. Also at NEWCASTLE BIRMINGHAM ~* BRISTOL and GLASGOW 


PROCESS TIMERS 
WATCHMEN’S CLOCKS Etc. 


THE WAY toa 
BIGGER SALARY 


If you are sincere in your determination to earn a 
big ver salary, the vital question you have to ask is 

‘How can I best specialised training 
which I know I need ? There is a way—profit 
able and fascinating through the Home-Study 
Courses of The School of Accountancy 


Other products include: STAFF LOCATORS , LUMINOUS CALL SYSTEMS TELEPHONES 
TOWER CLOCKS INDICATORS . FIRE & BURGLAR ALARMS 





The School's Courses in Accountancy, Secretary 
ship, Cost Accountancy, Management, ete have 
led thousands of former students to positions as 
Directors, Managers, Chief Accountants, Company Secretaries, Cost Account 


DEFEAT ants, Works Managers, Office Managers o—. Stores Controllers, ete 


There are also Introductory and Junior Courses for younger men 


DA Wed 3 Thousands have made in TWO years the progress 
MOULDED which otherwise would/have taken TEN 


oy RUBBER rhe top men in innumerable concerns to , were School of Accountancy- 
ETAL ¢ ORNERs trained 10, 20-—even 40 years ago. The bigger-salaried men of the future 
are now being trained by The School of Accountancy Why step aside 

whilst other men step ahead? You, too can make 

your future secure Let your action to-day 

be evidence that you seek and deserve success 


IW wer aen 


; Send for this 100 page Guide ; 
to Careers. 
Read it Spend on evening 1 
i quietly in your own onn thinking i] 
about your future It may well | 
1, the turning point in your 1 
1 career. For the sake of a brithter 1 
1" 


Suture, act now 


Accountancy 


F.C BROWN BISLEY. surrey 56, Regent House, 6, Norfolk Street, Strand, London, W.C.2. 
— , 4 And at Glasgow. 
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Build your own equipment 
with 


. DEXION 


SLOTTED ANGLE 





Just cut it and bolt it, that’s all! 


No drawings required-rough sketches are good enough 
No drilling, welding, measuring or painting. No scrap 


Now available in both steel & aluminium — 





Write or telephone for illustrated booklet G5 Would you care to wor 
Canada or Auatri 


rus in Engla 
have a number « 
DEXIO D sae men ating an emeng acrid 
SCENT .re , r ’ capable men having an engineering bac rear 
N LTD 18 REGENT ST., LONDON, War. | petiemen having an engineering background 
_ Road, Kilburn, N.W.6. stating age, education 
Phone: REGent 4841 and bachoreund 
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There is a 
GLEDHILL- 

ROOK R. 

CORDER for every 

period of attendance 

and occupational oper- 
ation—an accurate mech- 
anical system which times 
the job as well as the man on 
the job—a legible, indispensable 
record ensuring a square deal 
for employer and employed. 


The demand for increased production calls for the efficiency and accuracy 
of Gledhill-Brook Recorders. 


GLEDHILL-BROOK 


TIME RECORDERS and Costing Systems 


Enquiries to: 
GLEDHILL-BROOK TIME RECORDERS LTD., 
38, EMPIRE WORKS HUDDERSFIELD 
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From every 

point of view J | 

this Cox chair is | -y Let your 
a good chair | 2; (Re Travel 


ony se DZ 
qrs good to look at and comfortable to sit on, $5! WwW orries 
but it has other virtues that only time can y 


test—lasting strength, enduring finish and perfect frie I 
functioning. This particular chair has a revolving 

seat, quickly adjustable for height. The 

frames 


be ours... 


Whether it is a business trip, a pleasure cruise or just a holiday, 
are available either chrome-plated or in making the travel arrangements means time and quite often, 


: P . . niggling worries. We are in business to save you that time and 

various stove-enamelled finishes. The upholstery relieve you of all worry. 

can be in Vynide, moquette or hide. We retain a specialized staff carefully trained to deal with the 

a , sian ; more exclusive requirements of the business executive and 
Ox ‘a, make many kinds of furniture, particularly chairs and tables vice and ev ery satisfaction. 

for offices, canteens, schools and hospitals Apply below for catalogue. keyed 1 ge personal weenie 


STELP & LEIGHTON LTD., 
STEEL 12-13 Fenchurch Buildings, 
= a 


steel 








London, E.C.3. 
Telephone: ROYai 3111 








COX & CO. (WATFORD) LTD., WATFORD, HERTS 
Phone: WATFORD 5631 
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This man office work absolutely taped 


onda 


TAPE-RITER 


the world’s finest dictating 


and recording machine. 





most easily operated, too 


/J\HE TAPE-RITER is ideal for the busy executive with a lot of 
| ‘paper-work’, You can dictate for as long as you please 
without stopping the machine and the Single Lever Control 
enables you to erase and correct as you go along. The same 


machine is used both for transcribing and dictating. 


“AS 
, 


Voice-perfect reproduction from the magnetic tape 
an a Mc? , \ 
makes the Tape-Riter invaluable for recording interviews ‘ 
and conferences, where it captures not only the words used ’ wa Wo 
l als > » of voice : the e asis Wi ‘ : a ee ‘ 
nut also the tone of voice und he emphasis with which they we ~ 
were spoken. The Tape-Riter has also proved a great y 


success in multiple stores, where it is cutting stocktaking . ; Z 
time by as much as one third. The Tape-Riter is neat, light 
and easily portable. 

Compare the price, performance and versatility of the 


Tape-Riter with any other machine of its kind on the HARTLEY 
market, and you will see for yourself that it offers a most ELECTROMOTIVES 


economical means of securing long and outstandingly 
efficient service in your business. LIMITED 


There are Sales and Service facilities for the Tape-Riter in most large 
towns in this country and overseas. For further details please write to: 
HARTLEY ELECTROMOTIVES LTD., 1A, HARRINGTON ROAD, LONDON, 5S.W.7. TELEPHONE: KNIGHTSBRIDGE 251! 
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YOUR LETTER IS 
YOUR REPRESENTATIVE 


First and lasting 
impression . ona 


A well typed letter, like good stationery, is a 
credit to the sender and a compliment to 


the recipient. 


Choose your typewriter Ribbons with care and 
CHOOSE BARCO first and last 


(es 


Manufacturers for over 60 years. 


147-9 CANNON STREET, LONDON, E.C.4. 
ENGLAND. 


BARCO 





CARBONS & RIBBONS 








Plame 


the marking 
medium for 


office and industry 


For rapid commercial and industrial marking 
in a variety of colours (transparent or 
opaque), Flo-master has a hundred and one 
uses. Here are but a few of them. 


Clear indelible marking of files, 
parcels, store bins, crates and drums 


Coding parts for assembly 
Inspection marking 
Pricing of tins and jars 


The Flo-master Fountnbrush is precision 
built and the flow of ink to the felt nib 
is easily controlled by the pressure on 
the writing surface. Fine or broad strokes 
can be made at will. 


Flo-master is made in two sizes as 
illustrated 





The KING SIZE 


for heavy industrial 
use 


35/- Tax paid 
The Pocket Size 


24/6 Tax paid 


Flo-master 
marks on 
ANY 


surface 











Send for Illustrated leaflet 


4H MADE 


«. FOUNT"BRUSH 


Stocked by your usual stationer or artists materials dealer 
If you have difficulty in obtaining the Flo-master send your 
remittance direct to The Manufacturers: 

LTD., 


CUSHMAN & DENISON CO., 
Dept. G, 124, Vassall Road, London, S.W.9. 


Telephone: RELiance 4172 





ask the typist 


Ot all the tests a typewriter undergoes the typist’s test is 
the final and most important one. On its result depends 
the assessment of the typewriter’s value. To pass it, the 
typewriter must produce work of a very high standard, 
juickly, quietly and easily ; the touch must be light ; the 
carriage movement firm and precise ; every one of the 2,400 
parts working faultlessly. 

Careful planning and precision engineering ensure that 
every Imperial typewriter is, above all else, a typist’s 
typewriter. As a result, Imperial typewriters have been 
passing the typist’s test all over the world for more than 


fiftv vears. 


Imperial 


‘3 MU//f/) fo 
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IMPERIAL 


r'YPEWRITER 


LIMITED 


COMPAN\ 


LEICESTER 








CUT YOUR COSTS 
WITH THESE! 
© CONTEX 


The Fastest, Neatest Adding Machine. 


® HAMANN 


The Leading Calculator. 


The new HAMANN 


_ REX RECORDER Automat S. 


Fully Automatic 


The Easiest to Use Dictating Machine. 


OFFICE MACHINERY LTD. 


22 KINGLY STREET LONDON, W.lI May. 1028 

















TAKE A WEIGHT OFF 
YOUR MIND WITH 


HEAVY DUTY 
SCREWLESS SHELVING 


MODEL 5! A e 
INDUSTRIAL VACUUM CLEANER } " : Full Width Opening to 


Speed, economy and ease of handling are star ‘ all Shelves 
points with this exceptionally powerful Indust *: + 
rial Vacuum Cleaner. It will rid your factory : 


of money-wasting dust, dirt and swarf—and do ‘ No Nuts and Bolts to 
it cheaply and quickly Intermediate Shelves 
Light weight, compact design, and : 
pheumatic-tyred wheels ensure i “t e 


effortiess “‘one-man”™ handlin r, even 
in confined spaces rhe loons cap Each Shell wit Paid 


acity dust bag can be removed and . ONE TON ! 
replaced in a few seconds it = F 

Twin Motors, Approved by Factory Inspectors . 

Universal AC/ Write for Data Sheet 511 /50/B eae . Please write for full particulars 

DC, 1200 watts. ‘a J. GLOVER & SONS LTD 

Dust Bag —— he 79 Groton Rd. London, SWI8 

acity: 14 cu. ft. d 4 ‘, Telephone: BATtersea 651! 

Weight only 

110 Ibs. 


and at Bristo', Manchester, Leeds, Glasgow 





Manufacturers of the famous STORMOR 
Mobile Storage System 
Increases Storage Capacity by 40°, to 100°, 





(Head Licensees—Foulkes’ Patents) 
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the cards... 


. .. that your business will 
benefit by the use of the 
Paramount hand-operated 
Punched Card System. 
Numerous installations 
have proved that this 
system can produce vital 
Statistics and costs with 
speed and efficiency. 


Let} us advise you as to its 
applications. 


THE 
COPELAND - CHATTERSON 


co. LTD. 


London Office & Showrooms: Exchange House, Old Change, E.C.4 
Telephone : CiTy 2284 
Registered Office & Works—STROUD, GLOS. 


Bronches at: Birmingham, Bristol, Glasgow, Leeds, Leicester, Liverpool, Manchester, 
Newcastle-on-Tyne, Sheffield and South Wales Agent in Eire, 63, Clanbrass:! St., Dundalk 
Agents throughout the world 
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FROM NUMBER WHEELS TO COUNTERS 


We specialise in the manufacture of Counters for every 
Industrial application. Number wheels and Pinions 
injection moulded in tin alloys or plastics for 

use in direct reading Electricity, Gas, 

Water Meters, Telephone Registers, 

Taximeters etc., are also 

available. 


Details of our full range of Counters 
will be forwarded upon request 


Details of Number Wheels and Pinions on request. 








(¢7 COUNTING INSTRUMENTS LTD. @ 


5. ELSTREE WAY, BOREHAM WOOD, HERTFORDSHIRE Telephone: ELSTREE |382-3-4 








we can 
help to sell 
your products... 


During the last half-century we 
have specialised in stimulating sales 
for many enterprising business 
concerns. We have continually 
held our finger on the pulse of 
all industrial markets and have 
acquired an intimate knowledge 


With the neat, visible Expandex filing 
system, anyone, from office boy to 
director, can find any paper at any 
time — and enjoy it! It’s a pleasure all hh of the right sales approach. 
round. It stimulates efficienc 

es efhiciency in the Our service department, staffed 


othce, and boosts morale. , ° 
by a fully qualified team of experts, 


is ready to advise and assist you. 


EXP, NDEX G. F. TOMKIN LIMITED 
A A designers of fine 1 copy writers and 
soles iiterature colour printer 


FILING COMPANY LTD. 501 GROVE GREEN ROAD, LONDON, E.!! 


Your enquiries are welcomed. 9 4 B a k er S treet, 77 2 telephone 
Quotations without obligation. Tondon m Ww.l LEY 1164 /M65 /7396 


Telephone: WELBECK 3966 (3 lines) 
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If you employ a Watchman... 


You owe it to yourself to see that the £300 a year, or more, 
he costs you is not wasted. 


In 1951 the number of cases of shop-breaking, which 
includes factory and warehouse breaking, reached 45,000. 
But no organisation operating the Blick Watchman's Control 
System as laid down has yet been broken into—because the 
BLICK System was designed in the knowledge of how the 
modern burglar works. 


The BLICK Watchman’s Control System is not just an eight- 
day clock and a series of keys and boxes installed at strategic 
points in your premises. 


It is not merely that the Clock and Chart will run over a 
long week-end without your supervisor having to come in to 
attend to them 


It is not just that the special spring-loaded keys prevent 
falsification of the records or that there are no messy carbons 
or ink ribbons to change. 


The secret of its superiority really lies in the form of the 
record and in the special Record Book. It is these that 
enable you to outwit the modern burglar. The small sections 
of a week's records illustrated in the next column explain 
how this is done. 


THE WRONG WAY 


This record shows—at a glance—that your Watchman is 
making all the mistakes Watchmen nearly always do make. 
He is making his rounds at the same time each night and by 
the same routes—and he tends to go round too quickly. 


But it is very simple to train him to make his patrols in 


THE RIGHT WAY 


The record now shows—at a glance—that your Watchman 
is making his patrols at different times and by different routes 
and that he is going round at the correct speed—that of a 
policeman on his beat. 


It shows that with very little time or effort you have been 
successful in converting a Watchman whose habits positively 
invited the unwelcome attentions of the modern “ cosh 
boy "’ into a really effective and efficient night guard. 


Why not write today for our free booklet, it explains this modern, simple, effective System in detail. 


BLICK TIME RECORDERS LTD. 


96, ALDERSGATE STREET, E.C.!. 


Telephone: 


MONarch 6256/8 


Branches at Birmingham, Cardiff, Leeds, Manchester, Newcastle and Nottingham. 
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to the busy 
business ex- 
ecutive. 





For the first 
time you need 
not hold the 
phone 


Your hands are 
FREE to write, 
», refer to 
and 
whilst 
you talk. You 
may getup, walk 
around, go to 
reference files 
and still carry 
on your con- 
versation 











Enquiries to:— 
FONADEK (BRANSON) LTD. 
Dept. B.2. Vivian Road, Birmingham, 17. Phone: HARborne 2267/8 


_FERRULES & GENERAL’ > 
‘CUPPED PRESS WORK 4 


« > | Sar. 7 





HAelmsman 
STEEL SHELVING 


LIST PRICE 


£4:12:0 


72” «x 36" x 12” 
(as illustrated) 

Open type shelving is the 
cheapest and most flexible 
unit for office and works 
storage. Each unit is sep 
arate and self-supporting 
Width 36° depth 9° 12° or 
16° Height and number of 
shelves as requested. Shelves 
adjustable at 1° centres with 
1* turn down all round 
Also solid back and sides 
shelving 





As manufacturers we can offer : 


Discount for quantities 
Ss ial quotations for com- 
ee installations 

ormal conmmercial credit 
terms to business under- 
takings 
Prompt delivery 
Choice of 6 colours 





. Mr. Quin at Larkswood 441! 
J will answer your enquiries. 


+.( pS W. B. BAWN & COMPANY LTD 


\ 
Susur “Byron Works, Blackhorse Lane, London, E.17 





30 





NOW READY 
THE ENLARGED, COMPLETELY REVISED, 1953 
Advertiser’s Annual 


be 
NO OTHER PUBLICATION, or combination of publications, so exactly meets 
ADVERTISER'S 
other source can you get the wealth of current, 


the needs of the Advertising or Sales Executive as the 1953 
ANNUAL From no 
ready-to-use information it provides—except with an immense amount of 
work, and at prohibitive cost 

With the ANNUAL alone vou can 
down to the last d 


plan a complete advertising campaign 
of British 


of space and supplies 


etail: find space rates, sizes, press days, et 
and overseas publications; list potential buyers 
compile and extend your mailing lists; learn the latest details about 


advertising agents and their clients—find instant, reliable answers to 
some 150,000 everyday questions 
concerning every phase of adver 


tising, selling and marketing 


Supplies low: order NOW 


Now that pre-publication 
orders have been met, 
very few copies are 
available. To secure 


Yr THIS 
COUPON TODAY. 
_pererwn,: 
Business Publications, Ltd, 180 Fleet Street, London, ECA 


Please send me by return one copy of the 105 
ANNUAI Invoice me on despatch at the 


} ADVERTISER'S 
post-paid price of 40 


Name 


B/AA 


orders must be accompanied by cash) 
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SPECIALIST BACKED BY 
ADVISORY 34 YEARS" 
SERVICE EXPERIENCE 


For . a A 
Structural 


INSULATION 


of Factories, Warehouses, etc. 


FOr «<< 
SOUND (‘featmenr 
ABATEMENT 


in Buildings, Offices, etc. 


For . a 
Industrial 


FLOORING 


which is non-slip, ductile, dustless and hard- 


wearing, using ‘Indasco’ Bitumen Emulsion. 


We offer you complete service “from the drawing 
board to the finished job’’. Your enquiries are in- 
vited on any problem relating to the above 3 items. 


MERCHANT TRADING (% IMPANY Limite 


ARUNDEL STREET. »  ggagert LONDON w.c 
5303/8 


EFFINGHAM HOUSE 
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Beanstalk. passes easily through | fixed objects, allowing close 
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The Beanstalk is lever 
operated from the p! latform 
through a telescopic. bydrault 


The Beanstalk eives completely 
safe and stable access to work 


| wp to a beight of 18 to 30 ft., 


ram according to model 














With the Beanstalk, work on overhead jobs takes up the mini- 
mum of time and space. Write today for leaflet R4, to:— 


WM. MOSS & SONS LTD 


Mechanical Developments Divison 


Braemar pomcereng Neasden, N.W.10. 
Telephone GLAdstone S285 
lelegrams ACC RESEQUIP LONDON 











It is the 
calculating machine 


that gets through routine 


figures faster that 


serves your business 
best 
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Set Fair on the Home Market 


London, July 22, 1953 


@ July reports from retailers suggest that spending has slackened somewhat after 
the Coronation spree. Summer sales, particularly in the provinces, have been 
disappointing. But indications are that the slump is merely temporary. ‘Turnover 
is still well above corresponding 1952 levels—and the outlook seems “ set fair ’’, at 
least for the immediate future. 


@ Signs of prosperity around the corner :— 
1—Post-Coronation sales of television held up remarkably well. Little evidence 
to date of normal seasonal recession. 
2—Sweet sales show no signs of dropping from the high level reached after 
rationing. 
3—Tonnage of goods hauled by Road Haulage Executive vehicles has been rising 
steadily since March—and trend still continues. Improvement affects all trades, 
all areas. 
4—Trade protection societies report increased demand for their services. One 
firm reports 25 per cent. more business than two months ago. 
5—Packaging paper and board has again hit a sellers’ market after a period of 
“as much as you want ”’. 


@ Rise in production is both cause and effect. The Treasury were staggered by 
their own May figures—warned that things were not as good as they seemed. 
June figures to date suggest that this was Whitehall ultra-caution. 


@ Most industries are doing very well. Cotton, rayon, wool, clothing, jute, heavy 
engineering, motor-cars and instruments all show excellent figures. A few— 
shipping and shipbuilding, for instance—are doing badly. In all, some firms are 
feeling the pinch. ‘Total effect, however, is healthy. Increased competition means 
that the weakest are again going to the wall. 


@ Significant sign—revival of industrial building. Value of new factories 
approved in first quarter was higher than in the same period in 1951 and 1952. 
And since March there seems to have been a further substantial increase. 


@ Gloomy side of the picture is still coal. Official advice to householders to 
store underlines unsatisfactory stock position. Stocks on June 27 were only 
14.8m. tons—against 16.1m. on the same date last year. Extra holidays cost 
1.7m. tons output in the first half, and will cost another 3.3m. tons in the second. 
Supply and demand will only be balanced this year by imports. But this year coal 
is available from France—without the need to spend dollars. Prospects of a serious 
crisis are negligible. 


@ Rising production goes hand in hand with increased employment. June 
unemployment figures were lowest since December, 1951. Improvement was 
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gencral, with biggest gains in worst-hit areas——Scotland, South-East and North- 


West Much of the improvement was seasonal—but 9,000 more were at work in 


THE MONTH’S manufacturing industries. 


HIGHLIGHTS @ Wage picture seems better. Increases in May were not enough to move wage 
rate index from its April level of 135—against 134 at the beginning of the year 
, ‘ 


Wage claims outstanding—notably that of the engineers—are still seriou Bu 


AND TRENDS the decision of the miners to defer their claim for an increase is reassuring. Union 


hotheads are not having it all their own way. 


(continued) @ [ook for bitter ‘T.U.C.-Labour Party battle on nationalization. Official 


'T.U.C. report is cautious—merely calls for further consideration. But influential 
leaders like Deakin are looking for a fight. 


@ = :xpect to hear more, too, from ‘Transport House about a national wages policy. 
Unpopular under a Labour government, this policy is now gaining support in the 
grass roots. Chemical workers and railwaymen have been flying kites. Main 
factor : disillusionment on nationalization. 


= l' rade boom is reflected in finance. Note circulation in July reached the record 
total of £1,567m.—{82m. more than a year ago. And the holiday season is only 
beginning. Bank deposits, too, reached record heights in June. So did bank 


clearings —June figures were a massive 12 per cent. up on June, 1952. 


@ here’s more money about—and murmurs are again being heard of inflation. 
[hese are a littl premature. Purchasing power has been expanding—but so has 
production. And much of the new money was finance for Coronation spending 
Bank advances have been dropping. So have National Savings. Normal 
‘mopping up ”’ operations can and will adjust the situation rapidly. 


@ Key factor in the situation is the price level. Retail prices have been moving 
upwards. But the rise has been reasonably small, and concentrated on food. 
\lain cause is removal of subsidies. Prices of durable and semi-durable goods ar 


steady—thanks to increasing competition. 


@ Wholesale prices, too, are still declining—though at a decreasing rate. ‘Tin, 
wheat, wool and rubber dropped substantially in June and July. Shipping freights 
are still falling. And import prices are dropping more rapidly than export prices 
‘The terms of trade are still moving in our favour. 


@ his is just as well, since imports are rising fast. ‘To some extent, this is 
inevitable. Increasing output demands more imported raw materials. Sut these 
must be paid for by increased exports. And total exports are stagnant, in pite of 


record shipments to the dollar area. Result is an increasing gap. 


@ So far, this has caused little worry. Invisibk exports—and notably the big 
influx of tourists for the Coronation——have more than offset the loss. Gold and 
dollar reserves continue to rise, slowly. ‘They are still dangerously small But 
there seems little likelihood that the Government will have to draw on them this 
year. And the slow rate of increase has meant less difficulty in raising sterling to 


finance them. 


@ Foreign views confirm complacency: sterling stays firm. In the London 
authorized market, the { has remained within close distance of $2.81 on New York 
for some weeks. And even in the so-called free markets it has recovered from the 
short-lived drop sustained a month or two ago. 
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An unweighted index of currency in circ siites with the public, 


A twelve-month moving average of the Official Index of Industrial 
Production (Total: All Industries). 
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total bank deposits, 


and total outstanding national savings. 





Tapping steel from an electric furnace ; Kayser Ellison & Co. Ltd., Sheffield 


You may not be a steelmaker, but... 


. « « » YOU PROBABLY USE STEEL. Electricity | HOW TO GET MORE INFORMATION 
Your Electricity Board will be glad to advise 
has led to the production of better quality | you on how to use electricity to greater 
advantage —to save time, money, and 
steels, and its use for heat treatment of those | materials. 

The new Electricity and Productivity series of 
same steels has led to a better product | books includes one on heating — “ Electric 
Resistance Heating ”’. Copies can be 
again. In almost every heating process, in | obtained, price 9/- post free, from E.D.A., 
, aah : 2 Savoy Hill, London, W.C.2, or from your 
fact, electricity brings better results. Area Electricity Board. 


Electricity fr PRODUCTIVITY 


Issued by the British Llectrical Development Association 
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What the Charts Show 





Indices in the charts show 
retail turnover in each 
region in non-food merchan- 
dise as a percentage of 
national average (—100) for 
the month. The charts are 
based on the Board of Trade 
retail sales indices, 
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STATE 


OF THE 


NATION 


From this comprehensive 
series of charts, covering 
the main economic fac- 
tors affecting the state of 
the nation, the business 
man may gain a perspec- 
tive of the situation 
governing his operations. 
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Depreciation 


Man and the machine . . . the essential combination in the 
produc tion of we alth. 
But the produc tive lifetime of each is limited. Depreciation provision 
is made year by year in respect of every machine out of the 
profits it helps to create. 

What of the man operating it? Unlike 
the machine, he cannot be s« rapped at retire 
ment age. On the contrary, he may expect 

live another 12 years . . . but his State 
pension will be only 32/6d. per week. 

Complete, systematic retirement pro 
vision for all employees is quite as nec ssary 
as provision for depreciation of plant ...and 
should, in the same way, be made in advance 

In the past two years alone such pro 
vision, amounting to more than £51,000,000 
(including the supplementation of existing 
pension schemes), has been established 
through the Noble Lowndes Pension Service 

This unparalleled experience is freely at 


your disposal. 





Enquiries will be dealt with in confidence without yation by the inaging Directo 


; * Z Nhe Ve. Loonides Je on hye WE 


38 LOWNDES STREET LONDON, 5.W. TELEPHONE SLOANE 3465 (10 LINES) 

3} NEWTON PLACE, GLASGOW, C.3 + 25 CROSS STREET ‘euiiaieianmads 2 9 TITHEBARN STREET, LIVERPOOL, 2 

12 EASY ROW, BIRMINGHAM, 1 - 7 SOUTH PARAD, LEEDS, | 21 COLLINGWOOD STREET, NEWCASTLE-ON-TYNE, | 
9% KILDARE STREFT, DUBLIN 
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HOME MARKET 


remains to be seen; most employer 
think they can absorb it without 
too much difficulty. 

Rayon output reached new 
heights in May, thanks mainly to 
expanding demand from textile 
industries and from a wide range 
of industries now using rayon for 
the first time. Key factor i 
growth of use by tyre manufac- 
turers. Price cut in rayon staple 
of 3d. a lb. announced by Cour- 
taulds, Ltd. should stimulate thi 
trend 

Engineering activity remains 
high, but future prospects are not 
so happy. New business is hard 
to get, and the announcement of 
short-time working at Leyland’ 
has shaken engineering firm 
throughout the region, a_ large 
number of whom rely on I 
tracts from large 

New powers may be sought 
Mersey River Board to enable 
o deal with river pollution 


Wales 


Dye go tg in South 
east Wales dropped in May 
thanks largely to a reduction in 
short-time working in the 
industry, but the improve 
ment in South-west Wales was le 
marked, due to the tinplate 
situation Since January 1, te! 
tinplate works have been closed 
down, and another five are in pro- 
being closed. Total man 
lost to the industry is est 
mated at 4,900, of whom 396 
including 200 women remain 
registered as fully unemployed 
In addition, 2,00 tinplate worker! 
are temporarily unemployed 

Significant sidelight on purcha 
ing power of the modern miner 
over £400,000 was paid out in 15 
collieries in holiday pay in July 
the first fortnight’s holiday for 
miners Lowest pay packet wa 
£25 before tax 

Work on sinking shafts for the 
new £74m. colliery at Cynheidre, 
neal Llanelly, is to 
immediately; sinking contract 
have been awarded to a German 
firm. The colliery is expected t 
yield Im. tons of anthracite a 
year by 1962, with output start 
ing in 1956 

In spite of 
demand for bricks in Wales i 
outstripping supply, and cement 
is being imported from Belgium 
A new factory of 30,000 square 
feet is to be erected for the Tunne 
Portland Cement Co., Ltd. near 
Mold for the manufacture of paper 
sacks to hold cement. 

Big drop in Soutr. Wale 
trade is shown in latest 
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PROSPECT survey and forecast of business conditions 





campaigns. 


ing regions. 


London & S.E. 
Eastern 

Southern 

South Western 
Midland 

North Midland sie 
East and West Riding 
North-Western 
Northern 

Scotland 

Wales ... 




















to consolidate these improvement 
A great deal of spring-cleaning of 
sales organizations is taking place, 
and the maintenance of orders at 
a level which will ensure con- 
tinuity of future production is the 
most urgent order of the day. 

Many manufacturers are not so 
heavily booked with orders as they 
were a year ago, but what they 
have are mainly more realistic. 
Applications for industrial 
development certificates are 
increasing 

Evidence of the improved con- 
ditions is in the labour figures for 
the area Unemployment has 
fallen from 32,179 in March to 
23,715 in May. Improvement i 
specially noticeable in the motor 
industry, and in Coventry there 
is virtually no short time today, 
though it was prevalent a few 
months ago And the pressing 
shop of Nuffield Metal Products, 
Ltd. is now working three shifts 
round the clock to meet demands 
for the first time since 1941 

The commercial vehicle section, 
however, has not shared in the 
general recovery Budget con- 
cessions have led to a= slight 
increase in home demand, but this 
has been more than offset by 
declines in export orders. Hardest 
hit have been firms producing 
heavy and public service vehicle: 
Some companies have dismissed 
men and others gone on short time 

Activity in the Leicester hosiery 
industry has recovered sharply 
since the autumn. Some sections 
have achieved new records and 
several others have been operating 
at near-1951 level Demand for 


How Regional Markets Moved 


pee of wage-earners from one area to another is a factor to take into account when planning sales 
This table, based on counts of insurance cards exchanged, shows the net effect of migrations 
of wage-earners between the regions during the year ending May 31, 1952. 


MAIN LESSONS : London and the South-East are still attracting population, form a growing market 
contribution in 1951-52 came from the North-West 
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nylon exceeds supplies On the 
other hand, much of this produc 

tion is filling pipe-lines, and retail 
sales are not running at the same 
rate as manufacturers’ deliveries 
Falling off in activity is therefore 
expected in the next few month 


Scotland 


qVLECTRICITY production in 

4 Scotland is likely to boom 
in the next few years, and to form 
a vital factor in the expansion of 
industry in the North. The Gaur 
hydro-electric scheme, at Loch 
Rannoch, which was opened up 
last month, will produce 17m 
units of electricity a year. The 
Gaur generating station is the first 
single turbine power station of its 
type to be built in this country 
The Loch Shin project, of the 
North of Scotland Hydro-Electric 
Board, has been officially con- 
firmed, and work on it will start 
soon Estimated cost is £8.8m.; 
output—15Im. units a year. 

The Board has already connec- 
ted 100,000 new consumers since 
the war, and now have 291,000 
consumers. The schemes are sav- 
ing 600,000 tons of coal a year, 
and when completed will save 
nearly 2m. tons. Work is to start 
shortly on the East Perthshire 
distribution scheme The Board 
have informed Inverness County 
Council that, if the British Tran 
port Commission agree, they 
could supply current for the elec- 
trification of railways in the North 
of Scotland. 

The experimental peat-burning 
turbine station to be established 


in 1951-52 


Midland conurbations also drew workers from surround- 
Surprising result : evidence of a return of male workers to Wales. 
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py the Board at Altnabreac, 

ness, opens up prospects for fur 
ther large-scale expansion. About 
600m. tons of peat are available 
in Scotland, of which 130m. ton 
are in Caithness and Sutherland 


Southern 
[ YNEMPLOY MENT ha 


dropped 
harply in the south and 
outh-west as the holiday resorts 
take on workers for the season 
Bookings for July and August 
heavy, but those for September 
are lower than usual, and thi 
together with the early season 
Is worrying the _ resort 

*s results are likely to be | 

Building activity continue 
expand throughout the _ region 
Licences granted for reconstruc- 
tion of bombed areas in city 
centres amount to £325,000 at 
Exeter and to £216,000 at Ply- 
mouth. Government approval has 
also been given for a £300,000 
rebuilding programme at Lyn 
mouth. 

Building is not limited to dome 
tic and commercial premises A 
fishmeal factory is to be erected 
at Plymouth. So is a new factory 

Smith’s Potato Crisps, Ltd 
laboratories opened by 
Ltd. bring another light 
industry to Southampton 
processing and printing of a 
British colour film, Pakolor. 

Electrification of rural area 
proceeds faster than in any othe 
region. In the last year, 1,279 
farms and 9,150 other premise 
were connected to the electricity 
supply for the first time 
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EXPORT MARKET SURVEY 
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financial yeal 

re was a trading 

A358m agalnst a_ deficit ol 
LA378m in the  previou 12 
months Imports were cut from 
tAl053m, to £LA51l4m., ex 
po from A675m to 
And as a result, Au 
erve were back again 
A500m, mark. Further 
restrictions should 
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Japan (July issue) 
EW four-year plan in French 
West Africa, starting this 
year, 
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Unity 





In industry the greatest spur to production is unity 
of effort between management and labour. This can 
best be achieved by defining the “whys” and 
“wherefores”” of policy in personal messages to 
the workers, Little difficulty is presented in 
doing this in the small factory, but a real problem 

arises in the larger concern. 


Here, however, Rediffusion can bring the 
voice of management or of the workers’ 
own representatives to address operators 
whilst at their workbenches. A message 

or appeal can be delivered personally 

and intimately and either broadcast 

to the entire factory or directed 

to selected departments. 


The installation of Rediffusion 
provides a big step towards 
understanding and unity. 
Perhaps you would like to 
visit a factory where it is 

in operation? We will 

gladly make arrange- 
ments, without any 
obligation on your 

part. 


a REDIFFUSION 


TAFF ANNOUNCEMENTS + MUSIC WHILE YOU WORK ~< STAFF LOCATION - TIME SIGNALS 


sound service in industry 


CENTRAL REDIFFUSION SERVICES LIMITED, CARLTON HOUSE, LOWER REGENT 
STREET, LONDON, S.W.1. Teiephone: Whitehall 0221/30 














Your goodwill is in her hands! But no telephone operator can please all your clients 
unless she is backed by up-to-date inter-office communications . . . 


... The Dictograph Internal Telephone System will ensure thought-quick-contact 
within your organisation and relieve the switchboard of all internal telephone calls . . . 


..» Whilst the “ Dicto-Call” Staff Location System instantly finds those “ Elusive 
Pimpernels ”’ who are absent from their desks when important trunk calls are awaiting them. 
Your Operator no longer has to ring extension after extension and disrupt people at their 
work to locate the person who is being called. 


Your Telephonist is only human; she may get curt with clients if she’s overworked. 
Don’t let it happen to you! Write or ’phone for full details of our systems. 


(DICTOGBAPE) Originators of loudspeaking telephones 


DICTOGRAPH TELEPHONES LIMITED 


CHIEF SALES OFFICE ;: 200 ABBEY HOUSE, WESTMINSTER, SWI © ABBEY 5572 © BRANCHES THROUGHOUT THE COUNTRY 








INTERNAI TELEPHONES _ STAFF LOCATION AND INDUSTRIAL ML sic BROADCAST . IMPULSE CLOCK AND TIMING =vVsTe™Ms 


THREE LINKS TO GREATER EFFICIENCY 
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at ASCOT GAS WATER HEATERS LTD 


One of many leading British Manufacturers who are using VICTROLEC “ Safety 
Stacking "' Scillage Racks and Pallets 

Victrolec study manufacturers own mechanical handling problems in relation to 
dimensional, stacking and load requirements; and special equipment is designed 


VICTROLEC LIMITED 


261 VICTORIA ROAD - ASTON - BIRMINGHAM 6 
Telephone: EASt 1454 (3 lines) Telegrams: ““HALVIC” BIRMINGHAM 





The “SIEBER '’ Abbreviated Hanger 

is the simplest and most efficient 

system of Clothes Storage. it is 

made to last a life-time. The cost is 

less than a halfpenny per day for the 

first year and nothing afterwards. 
Ringed’to suspension rails, it prevents 
the unauthorised removal of Hangers. 














A Hanger—not a hook:— 


Ensures airing and drying of ‘wet clothing. 
Reduces costly absenteeism due to colds, etc. 
Increases production. 

Prolongs life of garments and reduces cost 
of living. 

Retains their shape due to correct hanging. 
Provides tidiness in cloakrooms. 

Eliminates musty odours. 

Ensures personal welfare to Management 
and Employees alike. 

Fully meets the New Factory Act. 























% bbb bobobt 


For further details please write to-day :— 


JAMES SIEBER EQUIPMENT COMPANY LIMITED 


30 Africa House, Kingsway, London, W.C.2 = Holborn 4531/5121 
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- + + how happy would poor old Bob 
Cratchit have been to cast aside the 
drudgery of old bound ledgers. How 
his eye would have sparkled to see the 
ease and simplicity of modern loose-leaf. 


But the new Kalamazoo S Binder 
makes even present-day loose-leaf equipment 
seem out-of-date. Quicker in action, simpler 
in use, yet it holds the sheet as firmly as a bound 
book. The unique mechanism is so designed 
that every time you close the binder, the records 
are automatically held at perfect tension. It is 
impossible to strain the binder by overwinding. 
In developing the new model S_ Binder, 
Kalamazoo once again find a way of saving 
time, effort, and moncy in the office of to-day. 


Even old Scrooge’s flinty heart would have 
gladdened at the thought of it. 


Kalamazoo mope: s BINDER 


—IT NEEDS NO KEY! 
KALAMAZOO LTD. NORTHFIELD, BIRMINGHAM, 31 
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THE PURPOSE AND RESULT OF SENSIMATIC CONTROL 


<—_—ee Here's the secret of the Sensimatic’s astonish- 
ing versatility. Each panel (or sense-plate) like this guides 
the machine through any four different accounting jobs in 
any combination. There is no limit to the number of panels 
you can use. 


ae 
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General Ledger From one accounting machine— 
| countless applications 


NOW THERE ARE FIVE VERSIONS Of the Burroughs 
Sensimatic Accounting Machine, giving you the 
Purchase Ledger registers or combinations of registers you need for the 
jobs you have on hand. All are based on the completely 
new principle of Sensimatic Control, which directs the 
machine automatically through every mathematical 
function and carriage movement during a posting opera- 
tion. Just as there is no practical limit to the number of 
different accounting applications the Sensimatic will 
handle — switching instantaneously from one to another 
at a turn of the selector knob—so there is no limit to the 
economies in time and labour which its use will effect in 
your office. 
Call Burroughs about the Sensimatic today. You'll be 
surprised at the low cost of this multi-purpose accounting 
Statistical Analysis machine. 


Sales Ledger 


Burroughs Adding 
Machine Limited, Avon 
House, 356-366 Oxford 
Street, London, W.1. 
Sales and Service 

offices in principal cities. 


and many more 


Burroughs 
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CUTTING THE SPARES 


{LASSIC example. of the 
economies—and difficulties 

of standardization is surely 
British railways. A series of small 
and compietely independent con- 
cerns set up over the course of 
fifty years or more _ slowly 
coalesced into larger groups. By 
1923, these groups had been re- 
duced to four, and each started a 
drive for uniformity of practice 
and plant within its own borders. 

Progress, however, was so slow 
that twenty years later, when the 
four groups finally became a single 
entity under nationalization, the 
stores of each group were still 
carrying a wide variety of types 
of any single tool. Now another 
move has started to standardize 
equipment, because a reduction in 
the number of kinds and types of 
tools could, it was estimated, re- 
duce by half the spares which it 
was necessary to hold in stock. 

Not all the items (largely of 
traditional design) on a _ surpris- 
ingly complex list of equipment 
will be affected. But more than 
a hundred different kinds of tools, 
of which more than a quarter of a 
million are being used, will, it is 
hoped, be standardized. These 
will include the tampers which 
hammer the ballast under the 
sleepers, and hammers, spanners 
and shovels. Some designs for 
standard tools have already been 
agreed upon “in principle” and are 
being tested in the Regions before 
final decisions are taken. 

These innovations have not 
always been received with en- 
thusiasm by the workers who have 
to use them. Custom and long 
practice have endeared old models 

even if more clumsy—and some 
of the new designs have not been 
happy. From the economic view- 
point, tool standardization is going 
to pay dividends. But it will take 
some time to convince the men 
that their old tools were not 
better 
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heading “His 


Bf NDER the 
) Methods Raised Craftsmen’s 


Productivity by 50 per cent.,” 
BUSINESS published last Febru- 
ary the story of V. Siviter Smith 
and Co., Ltd., of Birmingham. Now 
comes from our associate journal 
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Advertiser's Weekly, a story of 
exceptionally fast work by adver- 
tising agents, blockmakers and 
printers. It concerns the produc- 
tion of a full-colour, double-page 
spread advertisement for Bird and 
Yeomans, Ltd., makers of Bluebird 
stockings. The engravers did their 
part of the work in two and a half 
days—a very fine performance. 
The engraving firm? V. Siviter 
Smith and Co., Ltd. 


o * * 


MAKING BONUSES WORK 


I OW far do incentive bonus 
schemes contribute to higher 
productivity? The answers of busi- 
nessmen and workers alike vary 
widely. The Institute of Cost and 
Works Accountants, in a report 
submitted to their 24th National 
Cost Conference, is doubtful 
Current conditions, says the re- 
port, are unfavourable to incentive 
schemes. The British wage system 
is in a state of chaos. The laws of 
supply and demand on a free 
labour market—one of the most 
important underlying principles 


which determine wage 
no longer fully effective. National 
Wage agreements, wages regula- 
tions, and government restrictions 
on the transfer of labour from one 
industry to another inhibit their 
action 

These restrictions, however, have 
not been integrated into a national 
wages policy. Such a_ policy, 
though desired by many people, 
would be unlikely to be accepted, 
or to work Existing national 
agreements on a single industry 
scale are frequently disregarded 
by the workers, and no trade 
union, for all its power, has ever 
been able to prevent workers from 
restricting production if that was 
what they wanted to do. More- 
over, if a supreme court of arbitra- 
tion were established, there would 
be the danger of despotic 
authority, and such _ authority, 
whether exercised for good or for 
evil, would constitute “a threat to 
individual freedom and privilege.” 

Because the trend of current 
thinking is in terms of national 
agreements, the introduction of in- 
centjve schemes, however desir- 
able, is bound to be difficult. And 


rates——are 





sales are being 
decimal points. 


Your Costs’’ from board room to 
bench and offer practical 
methods of doing it 


PENING article this month is 

a practical survey of the 
house organ as a means of foster- 
ing good management-employee 
relations. Author is J. P. Wynn, 
honorary secretary of the British 
Association of Industrial Editors 


Uk cover picture this month, 
specially taken for BUSINESS 
by F. Dunscombde Honiball, 
A.R.P.S., shows the canteen at the 
new offices of Shell-Mex and B.P. 
Ltd. at St. Swithin’s House, E.C.4. 
On page 77, Edward D. Mills, 
F.R.1.B.A., F.R.S.A., outlines new 
ideas in canteen construction 





Cutting Your Costs 


Rg ogrenag: is back again with a vengeance. 
lost or won on cost 


(SS. the vital importance of price in today’s economy, 
BUSINESS next month publishes the first article in an important 
series that will discuss comprehensively the problems of ,** Cutting 


Today, once again, 
margins measured in 


Business 
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Life is full of surprises and something like this was bound to 
happen, sooner or later. The strain of competing with bad 
acoustic conditions leads steadily and surely to bad temper, 
bad digestion, bad work, increasing absenteeism—and to 
mistakes which aren’t really funny. Don’t fight against 
unwanted, useless noise—have it sponged up. Have 
sounds you ought to hear made pleasant and distinct. 
Consult Cullum. Cullum acoustic treatment will 
reduce noise to a natural level. A word with 


Cullum now can prevent so much trouble later. 


Sound control by 


THE ACOUSTIC CONSULTANTS & CONTRACTORS 


Concessionnaires for ACOUSTI-CELOTEX 


HORACE W. CULLUM & CO. LTD., FLOWERS MEWS, LONDON, W.19. Tel. ARC 2662-3-4-5 





PROGRESS WITH QUIETNESS 





the report lists sixteen general 

principles which should apply to 

all incentive schemes. Samples: 

The scheme should be strong or 
positive; it should have clearly 
defined, worthwhile and attain- 
able objectives; 

There should be no limits placed 
upon the amount cof additional 
earnings 

The incentive should not be affec- 
ted by matters outside the 
employee's control; 

The incentive should be reasonably 
permanent and not just a device 
to be used by the employer 
when he is busy and dropped 
when he is not 


= * * 


| RITAIN is the largest producer 

of electricity in Europe and 
the second cheapest producer in 
the world, says a bulletin by the 
U.N. Economic Commission for 
Europe Cheapest producer is 
Norway; but current costs less in 
Britain than in the United States. 


a * * 


GUIDE FOR EMPLOYERS 


TEYIME was when the words 

“London Matriculation” were 
accepted by businessmen as an 
unmistakeable cachet for new 
entrants to industry. The General 
Certificate of Education has not 
won the same acceptance. Even 
educationists agree that it does not 
offer a sufficiently full picture of 
a pupil's studies. 

An experiment introduced in 
Leeds secondary schools may re- 
solve the dilemma. It takes the 
form of a school-leaving record, 
the basis of which has been agreed 
by headmasters and _  headmis- 
tresses and approved by the Leeds 
Education Committee 

he record shows the date of 
entry and of leaving school, and 
grade and standard in each subject 
taken. 

An explanatory note states that 
the full course is of seven years. 
beginning at the age of 11 and 
reaching in the last year the stan- 
dard expected for entrance to 
university degree courses or their 
equivalent. 

The grades allotted will be on 
the scale of 1 to 7 and indicate the 
number of years or stage up to 
which the subject has been 
studied. Grades 6 and 7 can only 
be achieved by specialized work in 
a restricted number of subjects in 
the sixth form. 

The standard will be shown by 
letters indicating the quality of 
work done as follows: A—Above 
average (about 25 per cent. of 
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PEOPLE> PRODUCTS + PLACES 


SEEING IS BELIEV- 
ING—To enable clients 
to see poster designs in 
the type of surroundings 
in which they would 
eventually appear, the 
London Press I XC hange > 
Ltd., have revived the 
Victorian peep-show 
Photographs show (top) 
Major G Harrison, 
chairman, L.P.E., look 
ing into the peep-show 
and (below) what he 
sees. The viewer can be 
moved at will to give 
different angles of view 


LONG-TERM 
SALE—In 1937, the 
Hon. J. R. Small- 
wood, Prime Minister 
of Newfoundland, saw 
a Rotaprint at work at 
an exhibition. Visit- 
ing England again in 
1953, he went over 
the factory, and 
bought one of the 
latest models to print 
all Newfoundland 
government forms 
Here (centre) he in- 
spects a component 


CANS ON WHEELS— Mobile exhibition designed by 
Metal Box Co., Ltd., displays products and activities of 
the company It visits factories of customers, industrial 
centres, agricultural and trade fairs 
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Increased 
output 

in the 
factory... 


POSTURAL SEATING 


by 
Tan-Sad 
FOR INDUSTRY AND 
FOR COMMERCE 


Greater 
efficiency 
in the 
office 


Telephone: Clerkenwell 3192-3 


40 BUSINESS 





pupils): B—Average (about 50 per 
cent. of pupils; C—Below average 
(about 25 per cent. of pupils). 

By this method, 5A alongside 
one of the 20 subjects listed would 
mean that a pupil had studied it 
for five years (or had reached the 
equivalent grade for five years’ 
work) and that his standard when 
he finished his studies was above 
average 


o 7 . 


j OW much will sponsored 

television—if it arrives—cost 
the advertiser? Henry Caldwell, 
the B.B.C. television producer, 
gave some interesting figures to a 
private meeting of sales directors 
of 11 companies with total sales 
worth £100 million at the Savoy 





PEOPLE PRODUCTS = PLACES 


STEADY, HILLARY! 
When the 


expedition met a cre 


Everest 


vasse m their journey 
to the top, they 
crossed it with an 
ordinary aluminium 
alloy single ladder as 
supplied to builders, 
farmers and others by 
Lyte Ladde rs, Ltd 
Only difference : the 
Everest ladders were 
cut to 6ft. lengths 
for ease of transport, 
and fitted with con 
nectiny sleeves to give 


Hotel recently. One of his most 
popular shows, he said, costs £900 
for a programme lasting one hour 
That figure excludes technical and 
production staff. “I estimate that 
before it reaches your home screen 
it has cost, including maintenance, 
power and administration, roughly 
£5,000,” he added. 

To this figure must, of course, 
be added the cost of “air time” if 
produced under commercial con- 
ditions. 


a maximum of JOft 
length 


TOMORROW'S DE- 
SIGNERS Walter John 
Worboys, Australian-born 
Rhodes scholar, who is now 
commercial director of 1.C.1., 
Ltd., and chairman of the 
Council of Industrial Design, 
presents diplomas to third- 
vear students of the L.C.C. 
Central School of Arts and 
Crafts. 


a * * 


ELECTRIFYING OUTPUT 


NDUSTRIAL use of electricity 

in Britain will double every 

94 years, according to D. G. Gwyn, 

B.Se., A.M.LE.E., of the South 
Wales Electricity Board. 

Recent increased electrification 
of a limestone quarry producing 
4,000 tons of graded roadstone and 
tarmac per week is a good example 
of the way in which increased 
applications of electricity could 
substantially increase productivity. 
The present maximum demand is 
510 kilowatts and represents a 25 
per cent. increase on the load 
taken prior to modernization. But 
production had increased by 50 per 
cent. thanks to complete mechani- 
cal handling subsequent to stone 
delivery to the primary section by 
Diesel dumper cars. Cost of fixed 
mechanical plant was £157,000, 
whilst electrical plant including 
cabling and lighting cost £28,500. 
Units consumed per ton of pro- 
duct were 5.6, and represented a 
cost of 7d. per ton produced. 

Mr. Gwyn was giving a paper on 
“Some Recent Developments in the 
Industrial Field” to the annual 
Electricity Sales and Service Con- 
ference, organized by the British 
Electrical Development Associa- 
tion 
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CHANGING AFRICA—* Apprentice mechanics under 
instruction "one of the subjects from an exhibition of 
photographs of contemporary Nigeria by Norman 
Bunch, A.1.B.P., A.R.P.S., of the Shell Photograph 
Unit. The exhibition was on view in London last 
month. Shell are exploring for oil in Nigeria 
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NUMERAL KEYBOARD has ONLY TWELVE 
KEYS perfectly suited for TOUCH OPERA- 
TION SO EASY TO LEARN, SO SPEEDY 


IN USE. 


FULLY AUTOMATIC—THE CONTROL PLATE, 
interchangeable in a matter of seconds, Jw? 
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srforms every function except feeding ‘ DERWO 
pert¢ s \ c cer eccaing UNDERWOOD 
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and withdrawing forms and setting up ‘ 
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figures on the keyboard. “9s evs 

SMALL and COMPACT, requiring very little office space, the 

UNDERWOOD SUNDSTRAND PORTABLE ACCOUNTING MACHINE is 

ECONOMICAL from all angles .. . it calls for a minimum of initial 


investment . . . it requires no costly specialists to operate it... U d d B H H L d 
it quickly repays its purchase price (and many times over) ee 42 —— Machines ut " 
ad ew xtor treet, ondon, . el: 


Factories: Brighton, Sussex 


MORE ACCURATELY, SALES AND SERVICE EVERYWHERE 


because it does the work so much FASTER, BETTER and 





Business 


Managements today are increasingly recognizing 
the importance of “communication’’— of putting 


their workers “ in the picture ’’. 


Key factor in 


communication in industry is the house organ. 

Here an expert shows the role that the house 

organ and its editor can play in bringing about a 

better atmosphere in the factory—and hence 
increased production. 


How Industry’s Own Press 


Is Buildi 


VENHE growth in the number of 
house journals produced by 
Britain’s industry or commerce 
for their staff or their customers or 
both, has been extremely rapid 
No accurate statistics exist as to 
the number of such journals in 
today, but one estimate gives it at 
about 1,200. Another puts the 
aggregate circulation of these jour- 
nals at between five and seven 
millions 
In the United States, the de- 
velopment of the house organ 
movement has been even more 
startling. A survey conducted re- 
cently by the International Coun- 
cil of Industrial Editors showed 
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Morale 


By J. P. WYNN, Honorary Secretary, British Association 
of Industrial Editors, and Editor, National Post. 


fewer than 6,500 house 
Magazines and news- 
now being published 
regularly by American industry 
and commerce The combined 
monthly circulation of these publi- 
cations exceeds 71,000,000 copies, 
which means in statistical lan- 
guage that there are 14 journals 
read in every U.S. household, The 
annual expenditure of American 
businessmen on these journals 
exceeds $112.000,000 (£40,000,000) 


that no 
jouraals, 
papers are 


The industrialized countries of 
Western Europe, too, have not 
been slow to follow the trend; so 
much so, indeed, that in Holland, 
for instance, there are more house 
organs in existence per 1,000 of 
the population than in _ this 
country. 

It was, of course, the war that 
started the surge. The dislocation 
of factories and the decentraliza- 
tion of large concerns, at a time 
when increased production and 
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productivity was vital, made it 
essential to establish the best pos- 
sible communications between 
management and staff. And the 
post-war years, with their con- 
tinuing demand for increased pro- 
ductivity, have seen a further up- 
ward surge. 

For increased production is not 
purely a matter of technology and 
logistics. It is, in no mean degree, 
also a matter of the human heart, 
of good working conditions, and of 
a good atmosphere within an 
organization. And this atmosphere 
is, to a great extent, determined 
by the confidence which manage- 
ment places in its employees and 
by the company information which 
they decide to disseminate among 
their staff. 


They Want to Know 


The point was made by Alfred 
Robens, M.P., when Minister of 
Labour and National Service. 
“Today,” he told a European con- 
gress of industrial editors, “men 
and women are not content to do a 
thing just because they are told 
they must do it. They want to 
know the whys and wherefores, 
and, above all, the good of it. At 
the very root of good work lies an 
informed and understanding mind. 
The job of the house journal 
editor, as I understand it, is to 


supply that information and create 
that understanding. In proportion 
as the editor is able to do this, he 
is helping to steady the ranks of 
industrial and commercial 
workers, and to engender in each 
of them that state of pride and 
zeal which will bring out the best 
that is in him.” 

That Mr. Robens’ words were 
not mere wishful thinking has 
been borne out by the experience 
of the Anglo-American Council on 
Productivity. For a_ recently- 
published analysis of the reports 
compiled by the Council’s teams 
showed that 20 out of 59 teams re- 
garded wide dissemination of com- 
pany information to employees at 
all levels as one of the main fac- 
tors responsible for the high level 
of productivity in the U.S.A. 

British businessmen are begin- 
ning to think along similar lines. 
But the number of business 
leaders who realize the important, 
even determining, part which a 
well-produced and _ intelligently 
edited house journal can play in 
establishing and maintaining a 
good atmosphere in an _ under- 
taking and friendly employer- 
employee relations is still far too 
small. 

Let us be quite frank about it. 
Of the 1,200 odd British house 
journals mentioned, a large num- 
ber must be regarded as a waste 





Then they will read it. 


opportunity. 





4 Points for Management 


Don’t start a house organ unless you mean to use it. 
A journal containing nothing but trivialities is a 
waste of time and money. 


Use your house organ to discuss company policy, 
your hopes and fears for the future, the state of 
trade—the things that really concern your workers. 


See that it is edited by a qualified journalist—and 
give him freedom and opportunity to do a good job. 
His mistakes will not be irreparable, and will 
establish his independence in the eyes of his readers. 


If you cannot afford a full-time editor, use an outside 
service to provide the technical services. But, 
again, give your employee-editor freedom and 








of money and effort. And when 
we examine the reasons for their 
failure to perform their primary 
functions—to promote group co- 
hesion and a better mutual under- 
standing in management's and em- 
ployees’ problems—we find that in 
nine cases out of ten it is the fault 
of management. 

It is, primarily, a fault of atti- 
tude. The little journal produced 
once a month or once a quarter is 
regarded by many managements 
as a somewhat superfluous frill, 
which, according to the state of 
the balance sheet, is either looked 
upon with a benign eye as a toy 
which cannot do much harm, or 
an unwarranted luxury with no 
duties to fulfil. So we find hun- 
dreds of publications containing 
trivialities—social chatter, sports 
club news, and the chairman’s in- 
evitable Christmas message—but 
totally without serious content. 
For this reason, they are not read, 
either by management or em- 
ployees, except perhaps for the 
few whose names have been men- 
tioned editorially. And for this 
reason, they fail in their purpose. 


Money Is Not All 


On the other hand, we have 
large organizations—the oil com- 
panies, the banks, and_ the 
majority of Britain’s heavy indus- 
tries, as well as a number of 
ministries and public services— 
which do recognize the house jour- 
nal as an indispensable means for 
maintaining good relations within 
their organizations. Here, we 
have beautifully produced publica- 
tions, edited by professional jour- 
nalists, supported by teams of 
assistants, photographers, repor- 
ters and other helpers, whose com- 
bined efforts result in a magazine 
or newspaper eagerly read by 
every employee, which contains 
material worth thinking about. 

Excellent as these are, however, 
they should not dazzle the busi- 
nessman operating on a more 
modest scale into believing that it 
is necessary to set up a large 
editorial department with an 
annual budget of £20,000 in order 
to produce a house journal that 
will fulfil its purpose. This may 
apply to large companies employ- 
ing tens of thousands of workers, 
but for a medium-size concern 
employing between 500 and 1,000 
it would obviously be an unjustifi- 
able expense. It would also be 
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unnecessary. Five hundred people 
do not produce as much news as 
50,000, and the contents and size 
of a journal for the smaller con- 
cern will, therefore, be proportion- 
ately less. Nor are heavy art 
paper and fine colour and _ half- 
tone blocks essential means of 
communication. They certainly 
add to the attractiveness of a jour- 
nal, but a straightforward letter- 
press publication—or even one 
produced on an office printing 
machine—can do just as effective 
a job of communication—provid- 
ing the contents are well chosen 
and well written 

And here we come to the crux of 
the matter For the 
failure of a house journal depends 
almost entirely on the choice of 
the right editor. It is his per- 
sonality that will permeate the 
entire publication and give it that 
individual stamp which makes it 
readable, exciting, informative and 
friendly. 

For the industrial editor today is 
a specialist—in the same way that 
th. time study engineer or the cost 
accountant is a specialist. His job 
is not one that can be done by the 
company secretary's secretary, a 


success or 


AUGUST, 1953 


House 


The term ‘* house organ *’ 


Organs Can Sell Too 


is usually associated with the internal magazine 
addressed and circulating to employees. 


But it also covers the magazine 


produced for regular circulation to actual and potential customers. 


Here Sir Frederick Rowland is presenting the Block & Anderson Cup pre- 

sented by the British Direct Mail Advertising Association for the best house 

organ of the year to Ronald F. Severn of Abbott Laboratories, Ltd.—and some 
copies of the journal, ‘* What's New "’, that won it 


young lady in the personnel de- 
partment who has “a flair for writ- 
ing,” or the young copy-writer in 
the advertising department who 
“can do the job easily in his spare 
time.” 

An efficient industrial editor 
must command a knowledge of 
specialized techniques and quali- 
ties of character. He has, much 
more than his colleague of the 
daily press, to preserve the utmost 
care, diplomacy and tact in order 
not to hurt the susceptibilities of 
his readers, who—and this is an 
important point-——are, at the same 
time, his contributors, his critics, 
his superiors and his subordinates 


A‘ Specialist Job 


No other ecitor is in so close a 
contact with his readers. This is 
obviously a condition which makes 
his work often difficult and embar- 
rassing For not only must he 
possess a thorough knowledge of 
his journalist’s craft—reporting 
and sub-editing, layout and typo- 
graphy He must thor- 
oughly familiar with company 
policy, company products, the life 
stories of individuals within the 
organizations and their particular 


also be 


susceptibilities. And on the top of 
this, he is expected to have a good 
background knowledge of the tech- 
nical side of his particular indus- 
try. And he must, of course, be 
au fait with modern trends in per- 
sonnel management and industrial 
relations 

A job that demands the com- 
bination of all these skills is obvi- 
ously one for a specialist But the 
recognition of the industrial editor 
as a specialist carries its implica- 
tions for top management It !m- 
plies, for instance, that he must 
be given the same status within 
the organization as any other 
specialist, and that he must be 
given the necessary degree of 
freedom to undertake his job 

Status is closely bound up with 
salary The salary of an indus- 
trial editor will depend on many 
factors, and no hard and fast rule: 
can be laid down as to its amount 
But an employee who receives 
say, £7 to £8 a week is not re- 
garded by his colleagues as an 
executive He will, in most cases 
have no direct and unhindered 
access to his managing director 
He will have to approach him 
“through the usual channels 
through department head, section 





Do Not Forget.... 


That there are also other effective 
methods of communication between 


management and workers, e.g. 


Notice board. 

Newspapers. 

The easel technique. 

Production charts. 

Posters. 

Films. 

Exhibitions. 

** Open house "’ and works visits. 
Evening meetings. 


COn OW AWN — 


This check list is condensed from 


** Works’ 


Information ’’ pub- 


lished by the Home Publicity 
Committee of the Federation of 


British Industries. 





manager, and the usual hierarchy 
of bosses who come between him 
and his chief. And he will not be 
permitted to publish his own 
editorials without having them 
“vetted” by the same hierarchy. 
The journal he “edits” will suffer 
accordingly. 

On the other hand, a high salary 
alone will not necessarily ensure 
a proper status. An unduly high 
salary may mean that he falls 
down on his job. The managing 
director who pays such a high 
salary often merely buys himself 
a very convenient “yes-man.” A 
man who gets £3,000 a year for 
editing a house magazine is apt to 
agree with the man who pays his 
salary more often than the editor 
who gets only £800 a year. An 
editor’s salary must be large 
enough to render him impervious 
to attempts by both management 
and staff to give up his impar- 
tiality as a neutral chronicler of 
events by pandering to one-sided 
requests for publicity and “plugs” 
-—-but not large enough to tempt 
him to do so. 

Status depends, too, on responsi- 
bility. And E. H. Lever, chair- 
man, Richard Thomas and Bald- 
wins, Ltd., whose house organ, 
Ingot News, has won international 
recognition, has stressed the need 
for allowing such responsibility to 
an editor. 

“The editor of a house journal,” 
said Mr. Lever, “should have a 
great measure of freedom in pre- 
senting the policy laid down by his 
board of directors. A house jour- 
nal, in my view, has little value if 


it is merely and obviously the 
mouthpiece of the chairman or the 
chief executive. It must have an 
integrity of its own. It must be 
above suspicion of propaganda in 
the bad sense of the word. It will 
be accepted by its readers only if 
they believe that it tells the truth, 
that it is an honest reflection of 
company news and policy, that it 
takes no sides, and that it is pre- 
pared to voice legitimate griev- 
ances or constructive criticism of 
company policy. 


The Editor’s Freedom 


“Now this is of the utmost con- 


sequence. To give an editor free- 
dom in this way requires not only 
courage from management, but an 
understanding of the true function 
of the house journal. The editor 
will no doubt make mistakes from 
time to time, but management 
must have the courage to realize 
that his mistakes are not likely to 
be irreparable, and that, any way, 
they will be more than counter- 
balanced by the vitality and ac- 
ceptance gained by the journal’s 
integrity and independence. A 
house journal constantly damped 
down by over-cautious manage- 
ment will soon become dead and 
valueless, however imposing the 
figures of its circulation. In indus- 
trial journalism, you need the 
courage to risk making mistakes 
and not to be afraid of contro- 
versy.” 

The editor who is given such 
freedom and responsibility must 
obviously also be given opportuni- 


ties to exercise it. He must, for 
instance, have reasonably easy ac- 
cess to all departments in order 
that he may be in a position to 
reflect in his magazine existing 
trends of opinion, moods and senti- 
ments of his community. He 
must be trusted to interpret com- 
pany policy, and for this purpose 
miy be invited to sit in at board 
meetings, not necessarily to report 
them in the magazine, but in order 
to be familiar with all decisions 
made by management affecting 
the future of the company. On 
the other hand, he must be given 
the opportunity to be present at 
all meetings of the works council 
or works committee which repre- 
sents the interests of the staff. In 
both cases, he should be regarded 
as an interested and intelligent 
observer. But he should not take 
part in discussions. 


The Smaller Firm 


A man exercising such respensi- 
bility must obviously be left 
equally free within the purely 
technical field of his speciality. 
Management must obviously 
maintain overall control of expen- 
diture, but, within the limits of a 
total budget, decisions as _ to 
whether to adopt a newspaper or 
magazine format, or to use half- 
tone or line blocks, are matters 
of journalistic technique. 

In the smaller concern, the ap- 
pointment of a full-time editor 
may well be uneconomic, but this 
need not deter managements from 
the production of a lively and alert 
journal. There are in existence a 
number of outside agencies, count- 
ing among their staff such experts 
as staff reporters, sub-editors, lay- 
out artists, typographers and 
photographers, who will take 
charge of the technical side of 
magazine production. The small 
concern may thus combine the ser- 
vices of one of their own em- 
ployees (with all the necessary 
background and tradition which 
he or she no doubt will have) for 
the selection and preparation of 
the contents of the journal with 
those of highly skilled technicians 
outside the company. 

But here, too, the principal con- 
dition for success is again freedom 
of action for the editor chosen 
from the employees, sufficient time 
and opportunity to allow him to 
get on with the job, and the trust 
not to injure his company’s pres- 
tige and policy. 
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How Work Study Increased 
Productivity by 25 per cent 


_ happens when a com- 

pany sets up an efficiency 
department? Frank and docu- 
mented case histories are none too 
common, but one firm—British 
Timken Ltd., manufacturers of 
tapered roller bearings—have been 
good enough to tell their story to 
BUSINESS. 

No attempt should be made to 
draw up a cash account for such a 
department, and none will be made 
here. In the story that follows, the 
“why” and the “how” are some- 
times indistinguishable, the 
method itself may be the result 

The department was established 
in its present form just over six 
years ,ago, and in the intervening 
period has acquired three clearly 
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defined responsibilities. These are 
lime study, motion study, and in- 
centive plans. In some cases (é.g., 
motion study) pioneer work had to 
be done; in others the duty of the 
department was to implement 
management policies that were 
already well established 

The aim of motion study is to 
find the best way of doing the job; 
time study aims at finding time 
standards for performance of 
work; incentive plans are a means 
if inducing people to work to the 
best of their ability, with equitable 
rewards for their labours. By com- 
bining these three methods, time 
and motion study and incentive 
plans, British Timken hoped to 
produce the one best way of doing 
every operation, then get it done 
that way—to the best of human 
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When, six years ago, British Timken, Ltd 


. 


set up a work 


study department, it was regarded as a promising expert 


ment 


Today that department is an 


integral section of 


the works, and its activities have stepped up the produc- 


tivity and earnings of 2,000 workers in 500 different jobs 


ingenuity and with due regard for 
“human nature.” 

The size of the job can be 
measured by the dimensions of the 
plant at Duston, Northampton, 
which employs between 2,000 and 
2,500 workers on about 500 differ- 
ent jobs. The creation of standard 
data covering so much activity 
was, and still is, an immense task 
Time and motion study staff had 
to be found and trained, equipment 
had to be bought, and premises 
adapted. The department were, 
however, fortunate in one thing: 
they had the sympathy and gen- 
erosity of top management. With- 
out this, survival would have been 
unlikely 


Motion Study 


The motion study activities of 
the department can be broken 
down into five main sub-divisions 


(a) Material and Work Flow. 
Here investigation may cover any- 
thing from the movement cf work 
through the factory to movement 
of pieces round a machine 
Analysis is by process chart and 
questionnaire. Objects of study 
include recognized operations, 
transportations inspections and 
storage. For example, the stand- 
dards foreman approached the 
efficiency department with a view 
to reorganizing the gauge inspec- 
tion department. Motion study 
suggested a revision of the layout 


which resulted in greatly reduced 
movement 


(b) Multi-Man Charts. These 
take care of “combined ops.,” e.g., 
a crew unloading a lorry, or man- 
ning a fire hydrant, etc. The dis- 
tribution of work is broken down 
and checked and a re-distribution 
is made where necessary The 
aim, of course, is to balance the 
work between individuals in a fair 
and practical manner 


(c) Man and Machine Charts. 
These are built up from process 
and other charts. Where move- 
ments are fast, moving pictures 
are taken with the department's 
own camera and equipment: films 
taken for this purpose have re 
sulted in useful changes in the 
design of machine tools. Always, 
the aim is to reduce the time spent 
by operatives in preparation for 
running 


(d) Man Analysis. 
material and work flow. 
of analyzing movements ol 
however, movement of the man is 
investigated Jobs 
those where a man's 
him from place to place 
patrol viewer or a postman 


Similar to 
Instead 

work 
covered are 
takes 


eg., a 


work 


(e) Operator's Movements. The 
study of work that is largely 
manual and takes place at a fixed 
point, e.g., a bench. Here again 
the movie camera is widely used 
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for academic study and training in 
motion economy, as well as for the 
solution of actual problems 

Another example of motion 
study which does not come under 
any of these headings is the stan- 
dardization of work benches. This 
aids layout and the prefabrication 
of benches in the company’s own 
workshops. Models are also used 
for the purpose 

When a motion study investiga- 
tion has been completed, the re- 
commendations are discussed at a 
meeting of the executives con- 
cerned The agreed changes are 
detailed on a form which is then 
examined by the works manager, 
and, if his sanction is given, orders 
are issued against it. Copies of 
the form are issued to all 
cerned, 


Time Study 

Three methods are used: (a) 
stop watch studies where jobs of 
a type are few and far between; 
(b) estimating from speeds and 
feeds; (c) calculation from stan- 
dard data. Wherever possible, 
calculation is by formula based on 
standard data and policy is to use 
this method to cover all possible 
sections of the factory. 

Standard data are bult up by 
the usual method of timing a cross- 
section of jobs and determining the 
effect of variables such as stock, 
feed per revolution, feed per 
oscillation, surface speed, etc., 
upon the cycle time. The principle 


con- 





The Results 


| An average increase in pro- 
ductivity of more than 25 per 
cent. on jobs covered by time 
and motion study. 


Establishment of a merit plan 
for day workers. 


Percentage of workers on 
incentive raised from 37 to 60 
per cent. 





worker will qualify for full bonus 

Allowance is made for contin- 
gencies by the statistical method 
of “ratio-delay,” which provides 
for snap readings made during 
random visits to a section. The 
cycle time plus the contingency 
allowance gives the standard time 
or time allowed. This is used for 
calculating incentives, machine 
efficiency, comparison of machines 
or methods, planning, and man 
ning of machines 

Now follow two case histories. 


Case Number | 

Fourteen new semi-automatic 
chucking lathes were to be set up 
in the machine shop to machine 
steel forgings for the outer race 
of tapered roller bearings. Some 
of the machines were fitted with 
three-jaw chucks for turning the 


bore of the forgings; the remainder 
had a drawbar and a tapered plug 
for turning the outside diameter. 
The lathes were duly set up and 
subjected to motion study. Results 
showed they could be modified to 


of effort rating is also used, by 
which operations are “normalized,” 
i.e., the speed is calculated at 
which the job can be done without 
driving or slacking. The speed is 
then calculated at whch the 


OLD METHOD 


LEFT HAND RIGHT HAND 
| Clutch In 7 Splash Guard Down 
- Out 8 ™ mt Up 
3Airlever On 9% Chuck 
4. Off 10 Finished Compon- 
5 Feed Wheel On ents 
6 . Off Il Swarf Hook 
12 Air jet 
13 Component Supply 
14 Auto Trip Our 
is , 


reduce the handling required of 
the operator. 

Firstly, a left and right-handed 
process chart was constructed from 
observation on the shop floor. 
(Standard process chart symbols 
were used.) Then photographs 
were taken of the machines and a 
sheet of tracing paper laid over 
them. The position of controls 
and storage areas were marked, 
and lines were drawn representing 
the path of movement of each 
hand as recorded on the process 
chart below 

Every movement on the diagram 
was questioned and improvements 
were made by elimination, com- 
bination and simplification. The 
final results were the result of 
close contact and discussions with 
all concerned 

Of the items on the machines 
that were modified, one was the 
air control valve for operating the 
chuck shown at 3 and 4 (Fig. 4) 
This had to operated with the left 
hand, whilst the operator’s right 
hand held the component. An 
awkward stance resulted and at 
first it was recommended that a 
foot-operated control should be 
fitted. But this involved using 
another body member, so the air 
valve was modified to operate from 
a cam on the feed wheel periphery. 
As the feed wheel is operated to 
retract the tools, the cam engages 
the air control plunger, thus re- 
leasing the component in the 
chuck. Similarly, on advancing the 
tools by means of the feed wheel, 
the chuck jaws grip the com- 
ponent. 

A second point about the feed 
wheel was that the handle position 
on each wheel varied according to 


NEW METHOD 


LEFT HAND RIGHT HAND 

| Feed Wheel On = 6 Tool Relief Control 
2 Off 7 Chuck 

8 Work Supply 


3Clutch "In 
4 Out 9 Traverse Out 
5 Chute 10 - In 


Motion study analysis of operations on a semi-automatic 
chucking lathe led to a new method which made it 


In possible to allocate two machines per operator. 
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Thrust Race Assembly—Old Method 


an 
Pick Up Race 0 Place Bearing Aside 


Place Race on Pick Up Cage 
Bench 


Wait Left Hand Place Cage on Race 
Hold Cage & Race Pick Up Roller 

Assembie to Cage 
Position Cage Pick Up Roller 
Wart Right Hand Pick up Race 


Pick Up Retainer Position Race on 
Assembly 


Position on Wait Left Hand 
Assembly 
Turn Bearing Over Turn Bearing Over 


the tooling. The operator was un- The new arrangement required The operator spent only half her time 
able to form a work habit and so. a means of indicating when the on actual assembly work The re- 
it was decided that the feed wheel tools were fully advanced. This mainder was used in ancillary work. 
handles should operate in the same was achieved by fitting an exten- 
arc. This was effected simply by sion to the feed gear lever, which 
dismantling the gear box, and re- engaged in a stop on a “snail” cam ing from machine to stack, not 
setting the gears to give the on the feed wheel spindle. The too) ©”!Y fora suppl) of work, but also 
desired results slide could not be manually oper- © Stack finished work This was 
The splash guard was re-de- ated beyond this point On engag- overcome by conveyorizing the 
signed to eliminate all handling ing the automatic feed, the step ‘SecHlon so that work was delivered 
movements. The improved guard on the cam was disengaged from ‘© the machines by chute and 
was made in two parts, one fixed the extension, leaving the power dispatched by the same means 
and the other swinging like a gate. feed free to operate Following this investigation and 
The swinging portion is operated The study also resulted in a_ imstallation, time studies were 
by a dowel projecting from the revised layout which made it pos- made and accurate standards of 
cross slide; when the slide is sible to allocate two machines per Performance laid down. As a 
moved to the rear, the dowel en- operator. This meant that one result, output increased by 20 per 
gages the swinging porton of the machine could be loaded whilst cent. and the average piecework 
guard, causing it to open. After’ the other was in operation earnings of operators by 124 pet 
loading the machine, the slide is The supply of forgings was cent 
returned and the guard closes by originally stacked on the floor and 
means of a spring. operators were continually walk- 





Case Number I! 


The thrust race assembly depart- 
Thrust Race Assembly—New Method ment consisted of six operators 
working at two benches. Demand 

for these bearings increased and 

= Ue Cage “~- ve Cage the section was investigated with 
7 a view to increasing productivity 

Assemble on Stud Assemble on Stud A preliminary survey showed 
: that an operator spent only half 

Pick Up Roller Pick Up Roller the day actually assembling and 
measuring bearings It was 
realized that an immediate in- 
crease in productivity could be 
brought about by employing a 
servicing operator whose job it 
would be to move work, sort 
reject components, book and re- 
quisition parts. As the assembly 
work was paid for on a piecework 
system, it would also be advisable 
to bring the servicing operator into 


Assemble in Cage Assemble in Cage 


Pick Up Retainer Pick Up Retainer 
& Race & Race 


Assemble on Assemble on 


Bearing Bearing 


Remove Bearing Remove Bearing 
from Stud from Stud 
Pi B ‘ 
Place Bearing Aside yoo eg 7 
Re-design of bench layout and the th te 
provision of service workers increased the system 
output. Continued on page 93 
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GETTING NEW IDEAS IN 


ase a new idea is put 
forward, it tends to threaten 
the prestige of those affected by it. 
The result is that they will oppose 
it—unless the approach to the 
matter is made most carefully. 

Five points to be borne in mind 
whenever such resistance is likely 
to be encountered are made by 
L. E. Oldfield, experienced indus- 
trial psychologist. They are: 

(1) Accept and understand the 
forces at work by interpreting 
them in terms of prestige. 

(2) Study your approach so as 
to allow for this problem. Pro- 
ceed slowly, put forward one 
thing at a time, try experiments 
and make draft schemes. 

(3) Prepare well ahead by mak- 
ing yourself acceptable to your 
colleagues. 

(4) Put your reports in simple 
language. 

(5) Be prepared to let the other 
man take the credit. 

All this will make it easier for 
the other man to accept the 
scheme. Mr. Oldfield was speak- 
ing to the Slough group of the 
Institute of Cost and Works 
Accountants. 


USE YOUR TRANSPORT 


VENHE transport department must 

fetch and carry work from 
the works as economically and 
efficiently as possible. But it can 
also have two very important side 
functions, according to W. D 
McCombe, director, The Pioneer 
Laundry, Liverpool 

Transport can offer 

(1) a comparatively cheap form 
of continuous advertising; and 

(2) a means of furthering good 
customer relations. 

Many organizations pay good 
money for the privilege of putting 
posters on buses and other public 
vehicles. Firms with their own 
delivery vans can carry their 
names to thousands without extra 
charge. Hence money spent on 
re-painting vans at frequent inter- 
vals, and on cleaning and polishing 
them regularly is well spent 

Transport staff, too, have direct 
contact with customers. They 
have a high potential for aiding 
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and hindering relations with them. 
And managements are not making 
full use of this. 

Vital factor is appearance of 
staff. Uniform is essential. So, 
too, is elementary training in 
dealing with enquiries or com- 
plaints 

And on control and supervision, 


W. D. McCOMBE 
Free advertising for all 


Mr. McCombe 
points: 

(1) have a complete map of all 
rounds with clearly defined 
boundaries; 


made these three 


record of 
round in 


(2) have a complete 
all customers on each 
collection order; 

(3) have a record of all custo- 
mers’ transactions. 

Records of mileage and petrol 
consumption per van should be 
standard practice. And customers 
should always be advised when 
any change in time or day of 
delivery is contemplated. 


HELPING THE BUYER 
management 


N EW tool for 
4 purchasing research is 


being pioneered in America by the 
U.S. Steel Company. The com- 
pany have used market research 
techniques for years in selling and 
market development. Now similar 
techniques are being developed to 
help the purchasing department. 

The new department has been 
in existence for three years, but is 
still only in the development stage. 
The company, however, are 


AT WORK 





already satisfied that they have 
made a good investment. 

Purchasing research does not do 
the buyer's thinking for him. But 
it makes his job easier. It 
develops and analyses informa- 
tion on supply, prices, stocks, 
consumption and new commodi- 
ties. It also forecasts future 
availability of materials and tries 
to find solutions for specific 
purchasing problems 

As a staff function, purchasing 
research has no responsibility or 
authority in the line of buying 
Its reports and recommendations 
relating to buying activity are 
submitted to the director of pur- 
chases, who decides whether or 
not they should be implemented; 
and initiates action on them 


YOUNG SHAREHOLDERS 


VENHERE are many ways of cele- 

brating a company anniver- 
sary. The (American) Genera! 
Electric Company have found a 
new one To salute their silver 
jubilee, the company are _ to 
present five shares to every baby 
born to one of their employees on 
October 15, date of the inaugura- 
tion of the company To be 
eligible, at least one parent must 
have remained on the payroll 
since January General Electric 
now have approximately 210,000 
employees, and statisticians 
mate that the new group of share- 
holders will about equal in num- 
ber to the 13 founders of the com- 
pany 


esti- 


HOW TO INTERVIEW 


\ UCH of an executive's time is 
~ 


spent in interviewing other 
people. His effectiveness is deter- 
mined by the amount of informa- 
tion he can give and get at these 
interviews. And this in turn 
depends on the way in which he 
handles the interview. 

Fifteen useful rules for hand- 
ling interviews were given by H 
F. Walker, education and training 
officer, Kodak, Ltd., to a recent 
Industrial Welfare Society con- 
ference. They are: 

(1) Get the full information 
available in advance from all con- 
cerned. 
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(2) Analyse it thoroughly. 

(3) Plan the manner in which 
you hope to deal with the inter- 
view; the start, the finish, the 
individual's temperament and 
intelligence. 

(4) Plan 
place. 

(5) Put the person interviewed 
at ease—reduce tension. 

(6) Be prepared to change your 
“plan” as the interview progresses. 

(7) Listen—don’t interrupt. 

(8) Keep control of yourself 
and the interview. 

(9) Clarify and restate obscure 
points, 

(10) Postpone the interview if 
more information is required 

(11) Build up rather than 
down, 

(12} Check the 
individual his attitude to 
and his fellow-workers. 

(13) Check that you have kept 
your word, or carried out the 
action agreed at the interview. 

(14) Avoid any sense of victimi- 
zation. 

(15) Build for 
and your own. 


the right time and 


tear 


the 
you 


output of 


the future—his 


IS YOUR TRAVELLER HAPPY 


AST MONTH, we printed in 

4 PROSPECT details of salaries 
paid to travellers in various in- 
dustries, revealed in a survey car- 
ried out by the United Commer- 
cial Travellers’ Association of 
Great Britain and Ireland 

In addition to salary figures, the 
survey gave important details on 
fringe benefits paid to salesmen, 
and on working conditions 

Regarding commission, for in- 
stance, the survey showed that 
35 per cent. of the 8,548 travellers 
were paid salary only, 584 per 
cent. salary and commission, 64 
per cent. commission only Over 
92 per cent. had expenses paid. 

Terms of employment were 
covered by a written agreement 
in 54 per cent. of the cases. About 
24 per cent. of all travellers could 
be dismissed at seven days’ notice 
but the remainder were entitled to 
one month or over. Provisions for 
sick pay were in force for 54 per 
cent. and for superannuation in 56 
per cent 

Holidays of 14 days or under 
were reported by 80 per cent. of 
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all travellers answering the sur- 
vey, and of 21 days and over by 
16. Some 4 per cent.—about 340 
men in all—entered “nil” to this 
question. 

And, finally, 63 per cent. re- 
ported that they were satisfied 
with their appointment, and 36 
dissatisfied. Here, percentages 
varied widely from industry to in- 
dustry. Best satisfied were travel- 


Al 





WORK 


lers in footwear, industrial 
modities, leather goods, 
vehicles, petrol and oil, 
and publishing and soap 
70 per cent Least 
catering, the motor 
shopfittings 

The 8,458 replies received by 
the Association represented 284 
per cent. of members to whom the 
questionnaire was circulated 


com- 
motor 

printing 

all over 
satisfied 
trade and 





Building “ Proprietor—Mindedness , 


Sa stimulating “proprietor- 
mindedness” in its employees, 
the (American) Parker Pen Com- 
pany have reduced service and 
production costs, improved cus- 
tomer acceptance, house-keeping 
and safety, and made their em- 
ployees happier, according to 
Philip Hull, their Vice-President 

Parker started with their super 
visors. They sponsored attendance 
at university supervisory insti- 
tutes and developed a plant visit- 
ing programme, permitting super- 
visors to plan their own trips to 
other plants and to entertain visit- 
ing foremen in their own way. At 
bi-weekly supervisory meetings, 
various problems concerning the 
business were discussed. The com- 
pany sponsored a “speech clinic” 
for supervisors and a series of 
monthly meetings. run by the 
supervisors, at which top-notch 
speakers talked on topics of 
general interest. 

The next programme, carried 
out through personal contact, was 
to convince all members of man- 
agement—from the top man to the 
lowest-level supervisor—that they 
should treat their subordinates as 
they themselves would like to be 
treated. At the same time, the 
company went to work on improv- 
ing product quality 

An outside public opinion re- 
search firm surveyed dealers and 
users of fountain pens to find out 
what they thought of Parker pro- 
ducts as compared to those of 
competitors The results were 
discussed with every factory em- 
ployee at meetings of 30 to 50 
persons. Statistical quality control 
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was extended to every machine 
and operation to which statistical 
sampling could be applied. Causes 
of defects were investigated, and 
machine operators were blamed 
only when they were clearly at 
fault 

Greatest damage to tools and 
dies, according to Mr. Hull, results 
either from carelessness or lack 
of understanding on the part of the 
setter or operator, or from letting 
the equipment run beyond the 
period when it should be removed 
and serviced. To reduce costly die 
breakage and resulting production 
hold-ups, Parker sought to develop 
a participatory interest on the part 
of setters and operators by ac- 
quainting them with new equip- 
ment at an early stage of its 
development Through quality 
control charting, tool life expect- 
ancy figures were derived; now 
tools are removed from machines 
for grinding after completion of a 
fixed number of parts 

To stimulate employees further 
the company discontinued the use 
of time clocks and made each em- 
ployee his own timekeeper. Thus 
the employees save time and 
escape a minor emotional irritant 
The old suggestion system was re- 
placed by an “idea exchange plan,” 
under which the employee shares 
equally with the company in net 
savings made possible through 
suggestions. Instead of a sugges- 
tion box a man—virtually a 
“travelling suggestion box’’—was 
made responsible for stimulating 
ideas, helping suggesters put them 
into words, and processing the 
ideas 








How We Train Our Salesmen 2 





Training for Selling Must be 
A Continuing Process 


says B. McCARTHY, Sales Manager (Package Goods), Brown and Polson, Ltd. 


Newcomers t« selling y st 
But unless there is 
and 


conference, meeting 


an increasing rig dity 


UST over twelve months ago, 
e four of the head office staff 
of Brown and Polson, Ltd., made a 
deliberate attempt to take a fresh 
view of the problem of training 
salesmen. One of the first things 
we did was to draw up a list of 
the responsibilities of a sales re- 
presentative. We decided he 
should: 

(a) Sell: the maximum ton- 
nage of Brown and Polson pro- 
ducts in accordance with com- 
pany policy and at minimum 
cost. 

(b) Know: the company, its 
products, how to prepare and 
use the package goods, and why 
retailers should, in their own 
interests, stock, display and sell 
these goods. 

(c) Secure 
maximum 


and maintain: 
distribution of all 
products, maximum retail 
trade co-operation in display 
and recommendation, and maxi- 
mum wholesale trade co-opera- 
tion. Salesmen are also respon- 
sible for securing payment of 
outstanding accounts. 

(d) Organize: for maximum 
selling time face-to-face with 
the customer, and for complete 
coverage of territory, making 
full use of the company’s mobile 
team of young salesmen. 

(e) Develop: the territory 
systematically, calling for help 
from the area manager. 

(f) Record with care: 
details required on all 
documents. 

(g) Enjoy: 
cessful selling. 
Now let us look at the question 


the 


sales 


the fruits of suc- 
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t 


a continuing pre 
leader 


of outlook may set if 


in an interview with BRIAN CUMMINGS 


sales techniques 


wramme of education by 


ship from top management 


that will undo the 


ng 


of recruiting. Frankly, we find it 
difficult to get the right people. 
Applications reach us in various 
ways: some people write in the 
hope that we shall have vacan- 
cies; others are recommended; but 
the majority of new men are 
drawn from those who reply to 
newspaper advertisements. The 
method of dealing with these is as 
follows: 

All letters are checked by the 
personnel manager, who looks at 
them for prima facie qualifica- 
tions and eliminates those that 
seem unsuitable. Then, in co- 
operation with the man in charge 
of training, he arranges interviews 
throughout the country. 

Applicants are seen by at least 
four people: (1) a representative 
of the personnel department; (2) 
the training manager; (3) the 
area sales manager; and (4) the 
sales manager. 

Each of the four makes an 
assessment based on certain char- 
acteristics which it has been 
agreed we should study. These 
are: personality, physical quali- 


ties, character, initiative, 
gence, education, 
sports and hobbies. 
Every effort is made to put the 
applicant at his ease, and each re- 
port is made quite independently. 
There is a final check by me when 
particular weaknesses (if any) 
are investigated. If there are any 
skeletons in the cupboard, we try 
to get them out into the sunlight 
so that, if possible, we can help 
the man get over his difficulties. 
Our course of training lasts 12 
or 13 weeks and begins with a 
week at head office for informa- 
tion about the company, the ad- 
ministration methods, and _ the 
people with whom the salesmen 
will be concerned. The second 
week is spent at our main pack- 
age goods factory at Paisley, 
where a trainee is shown how pro- 
ducts are made and checked for 
quality control; he is also told 
something about our technical 
service. Next, he visits our fac- 
tory at Manchester and looks at 
the methods of making glucose 
The third week sees the start of 
the sales training itself, beginning 
with discussions at headquarters 
on the theory of selling. These 
are accompanied by illustrations 


intelli- 
experience, 





4 Steps in Long-term Training 


AN INITIAI 


TRAINING PROGRAMME Of I2 to 13 weeks. 


Train- 


ing is given in sales techniques, and in company policy, products, 


etc. 


REGIONAL SALES CONFERENCES once a quarter to discuss sales 
budgets and day-to-day selling problems. 
PRINTED AIDS: a “‘ Guide to Better Selling "’ and a sales manual 


constantly brought up-to-date. 
SALES CONFERENCESat which the latest tech- 


NATIONAL 


niques in “‘ putting over "’ a story are used. 
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and demonstrations, tollowed by 
practical applications in the field 
of the theories under discussion. 

The usual routine is for mem- 
bers of the personnel department 
to meet and guide the new-comers 
in the ways of the company, after 
which the trainees attend lectures, 
go out with the mobile team, and 
make calls on indirect traders 
(i.e., those who have no direct 
account with us). At the end of 
each week, the man in charge of 
the team sends in a batch of 
assessment reports. These point 
out weaknesses and enable them 
to be tackled by the next senior 
man along the line. 

At the end of all this, we know 
pretty well whether the recruit 
will make the grade—and in spite 
of all the care taken, we have to 
reject about one-third of the people 
who go through the course. In my 
opinion, the outstanding deficien- 
cies are (a) lack of guts, and (b) 
brains too slow for selling. 

We believe that one of the main 
responsibilities of sales manage- 
ment is to help the men under 
their control by instruction and 
practical leadership. At Brown 
and Polson, we do this by dividing 
the country into six main areas 
with an area manager in charge 
of each. The job of the mana- 
gers is to help the salesmen help 
themselves. Incidentally, num- 
bers of these men have been with 
us a long time and have proved 
their ability and character. And 
since there is always a danger of 
increasing rigidity of outlook, our 
aim is to keep them fully in- 
formed about developments in our 
marketing plans. 


Regular Meetings 


We continue the education of 
new-comers and keep the 
men up-to-date by holding 
quarterly meetings in different 
areas. The first of these each 
year is devoted to telling sales re- 
presentatives about the = sales 
budget for the company and the 
factors that have been considered 
in its construction The repre- 
sentatives are advised of oppor- 
tunities that have been assessed as 
reasonable, and in due course 
these assessments reach them 
through the area managers in the 
form of quotas. Each area mana- 
ger and each representative then 
knows what is expected of him 
for the next twelve months 
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It is worth noting here that 
Brown and Polson staff sales are 
paid by salary and expenses 
only. We have deliberately re- 
frained from paying commission 
because we feel that the sales 
organization is essentially de- 
pendent on internal support 
on efficient production of the 
right goods, on attractive pack- 
aging and display, on efficient 
transport, imaginative advertis- 
ing, and so on. Hence we be- 
lieve that it would be unreason- 
able to give commission to one 
section of our staff and not to 
another Yet staff is a first 
charge on the company, and so 
we pay a bonus based on trad- 
ing results to everybody in our 
employ 

Subsequent area meetings of 
salesmen discuss day-to-day prob- 
lems. In recent years, we have 
used a special “plan for better 
selling.” This plan was based on 
a job analysis and features ques- 
tionnaires which enable salesmen 
their own weaknesses 
and discuss them with local and 
area sales managers The plan 
throws much of the responsibility 
for improving selling technique 
back on the individual and it helps 
him to improve himself We 
suggest that the way to bette: sell- 
ing is to develop. personality, 
sharpen the tools of selling, reduce 
wasted time and effort, accept 
more self-discipline, and aim at 
self-improvement by more reading 
and study. 


to assess 


Salesmen themselves are _in- 


Television techniques demonstrate how 
not to sel! to a harassed shopkeeper. 





vited to consider their personali- 
ties and to ask _ themselves 
whether they have tact, sincerity, 
loyalty, perseverance, enthusiasm, 
etc. We suggest, that they 
should ask themselves whether 
they are active, creative, optimis- 
tic, positive, loyal and honest 


too, 


There is a much longer list of 
questions concerning selling tools 

the headings include planning, 
sales approach, sales presentation, 
sales talk, closing the sale and the 
sales interview. There is also a 
check list of general activities, in- 
cluding maintenance of the sample 
stocks of display material 
clerical work, and the condition of 
the company’s There is 
finally, a general assessment 
covering all the things that I have 
mentioned 


case, 


cars 


and a good many more 


Printed Aids 
Having asked the sales repre 
sentative to examine himself in 
this searching way, the least we 
can do is provide him with posi- 
tive suggestions for dealing with 
every part of his job. This we 
do in our “Guide to Better Sell- 
ing which has eight chapters 
ranging from planning to a list of 
books worth reading 

In addition, our 
vided with a 
gives information 


men are pro- 
manual which 
about the com- 


sales 
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pany, the goods we sell, terms of 
trading, and a ready reference to 
all the routine details that sales- 
men must carry out, 

We are constantly searching for 
new conference techniques that 
will help our men, and one of the 
most recent broke new ground by 
bringing together salesmen from 
all the industries which we serve 
and using television as a medium 
of instruction. (It should, per- 
haps, be explained here that we 
have more than 400 products 
which are sold to nearly every 
industry in the country. The 
sales training methods described 
here refer only to package goods.) 

This conference opened with a 
talk by our managing director, 
John Beck, in which he out- 
lined the background of the Brown 
and Polson group of companies, 
indicating the considerable 


strength obtained through associa- 
tion with the world-wide organi- 
zation of Corn Products Refining 
Company. He stressed the fact 
that sales were the life-blood of 
the organization. We then went 
on to discuss a wide range of sub- 
jects, including sales organization 
(with reference to the Brown and 
Polson symbol), group organiza- 
tion and administration, person- 
nel, purchasing, transport, manu- 
facturing, advertising, research 
and technical services. 


Television Techniques 


We ended with a television de- 
monstration of selling techniques. 
From a studio close to the confer- 
ence room, two of radio’s top 
script-writers, Frank Muir and 
Dennis Norden, turned actors and 
performed in playlets devised by 
Henry Caldwell, of the television 


Tackling Sales Training 
On an Industry Wide Basis 


By KENNETH B. REID, President, British Federation of Master Printers, 
Joint Managing Director, Andrew Reid & Co., Ltd.* 


worried by the 


So their 


Printers are 
their industry 
to provide a low-cost but 


course in selling for students 


JT WAS Samuel Butler who said 
“any fool can paint a picture 
but it takes a wise man to sell it” 
and whilst all of us can produce 
printing, I ask you: Can we all say 
here and now that we know how 
to sell our services? 

I think it is generally agreed 
that the standard of salesmanship 
throughout the trade is not as high 
as it should be. But if you have a 
salesman who has served you for 
20 years or more, it is not going 
to be easy to persuade him to 
change his methods or consider 
taking a course on selling. There- 
fore, let us concentrate on the 





* Condensed from an addreas to the 1953 
Congress of the Federation 
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comprehensive 


employed by 


low standard of salesmanship in 


Federation has launched a scheme 


correspondence 


member-firms 


selection and training of younger 
men, taking the long term view 
What do you expect from a new 
salesman? How are you going to 
employ him? Will you ask him to 
produce orders from firms with 
whom you have never previously 
done business? If so, I suggest 
that however good he may be, he 
will have too hard a row to hoe, 
and you may have trained him 
for the benefit of another com- 
pany—perhaps for the benefit of 
a company who can offer him the 
connection of a man nearing 
retirement, or a start in building 
up a connection in the form of a 
few accounts to which no other 
traveller has yet laid claim. In 
any case, take care to select a man 


and Fergusson 
(our advertising agents) co- 
operated, and the result was a 
series of highly effective playlets 
showing how and how not to sell. 

A feature of the show was a 
“Grand National” course erected 
between two projection screens in 
the conference room and traversed 
by “horses” representing the re- 
gions into which our salesmen are 
grouped. When a horse landed 
on one of the hazards (e.g., “bad 
shop manners,” “poor planning” 
or “wasted effort”), scenes repre- 
senting these were televised to the 
conference room. 

The whole’ conference 
highly successful and more 
justified bringing together 
force of 120 salesmen, to 
nothing of the preparation by 
executives of papers covering all 
aspects of the company’s activities. 


service. Masius 


was 
than 
our 


Say 


has 
first 


who is not too young, for it 
been said that “most men’s 
jobs are purely experimental.” 

The choice of a salesman is 
important to be settled in one 
interview. On the first day the 
applicant may not be fully at ease 
despite one’s efforts to make him 
so. But the second interview will 
give him the chance of overcoming 
his reserve and talking freely. 
Then, and only then, will you get 
the information on which you can 
form a judgment. It is advisable 
to have a second person to come 
in at this second meeting, for a 
man cannot always be correctly 
judged by one examiner. 

The qualities to look for are 
personality and appearance. By 
personality, I mean the ability to 
interest you and your customers, 
to inspire confidence and be con- 
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vincing, to know how to talk 
intelligently, and finally, to possess 
the toughness of character neces- 
sary to face days of small success 
and hard going. 

Many of us will consider that the 
best choice is a young man 
already on the payroll. It is not 
uncommon for operatives to apply 
for positions as salesmen. The 
prospect of an outdoor life on their 
own appeals to them. Provided 
they possess the characteristics 
essential in a salesman, they are 
as likely to be successful as any 
other member of the staff, with 
perhaps the exception of the order 
clerk who has already had 
experience of dealing with cus- 
tomers, knows the office proce- 
dure, and what is expected of the 
salesman. 

Providing the man you choose 
makes a good start after training, 
he will most likely stay with you. 
This, however, does depend a 
great deal on the guidance given 
him by the manager responsible 
for his welfare. 

Enthusiasm and a positive out- 
look are usual in the right type of 
young man, but these are qualities 
of a delicate growth and will soon 
wither if his endeavours are not 
met sympathetically by the inside 
staff 

Of course he will at times come 
rushing in with some new enquiry 
wanted at once and delivery 
on an impossible date. We all 
experience this sort of thing, but 

our duty to remember that 

young must learn The 
position should be tactfully 
explained rather than that the 
young salesman should fee! is is 
looked upon as a nuisance and a 
disturbance in the office routine 


Building Morale 


We can do much to help our 
young men by building up a high 
morale Appreciation of work 
well done will encourage them 
The knowledge that their efforts 
are noticed will give them the 
feeling of being on top of the jot 
The importance of morale cannot 
be better illustrated than by the 
story of the Eighth Army in North 
Africa under General Mont- 
gomery He gave his men the 
facts, and reasons, for his plans 
and put each individual into the 
picture. At the end of his cam- 
paign the proudest men in the 
British Army were those who 
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THE B.F.M.P. TRAINING PROGRAMME 


Tailored by a well-known firm of consultants, but administered by the 
Federation, the programme is open to all students employed by member 


firms at £5 5s. a head. 


Six training handbooks are sent to each student at monthly intervals. 
Each is accompanied by a question paper to be sent in for marking. Papers 
are returned to students with correct answers and reasons for them. 


Group meetings of students will be encouraged to discuss lessons; notes 


are provided for chairmen. 


Optional examinations are held twice a year and certificates awarded. 





insignia of the Eighth 
His methods produced a 
steady and rapid growth of con- 
fidence, enthusiasm, and_ skill 
which are the essential qualities 
of sales staffs the world over. 


wore the 
Army. 


Having chosen the right young 
man, the question is how is he to 
be trained? I would suggest that 
much of the practical side can be 
done by the master printer him- 
self. The training of salesmen 
should be a continuous process. 
Every new market, every change 
in economic conditions brings new 
problems and fresh opportunities 
for training. Before he goes on 
the road, the new salesman should 
have his basic training in the 
works and in the office His 
training will be chiefly in the 
office, for we cannot expect him to 
set up type, operate a two-revolu- 
tion press or a guillotine, although 
he should know how these things 
are done. He will be in the 
works—but more as an observer 
than as a practical § trainee 
Where printing schools are avail- 
able he can enter for practical 
courses in most processes of the 
trade and, moreover, be taught 
something of design, with special 
reference to the arrangement and 
setting of type. Some knowledge 
of types and layout and familiarity 
with qualities and sizes of paper 
is essential, 

Twelve months would not be 
too long to achieve some idea of 
the practice of printing, which 
should be considered only as a 
start in the knowledge he will 
ultimately require if he is to 
become a fully qualified represen- 
tative. During his training in the 
office it is an advantage to put him 
in the charge of one or two cus- 
tomers 

Basic 
however, 


training in selling does, 
require the services of 


some organization, whose job is 
to teach the theory and practice of 
salesmanship. It is in this direc- 
tion that the British Federation of 
Master Printers is assisting its 
members to help themselves. 

A six-monthly correspondence 
course in printing salesmanship, is 
beginning in the autumn The 
course has been prepared by the 
Federation in conjunction with a 
well-known firm of management 
and training consultants, who will 
conduct the course under the 
Federation's direction 

It is open to any member of the 
Federation, his staff and _ his 
operatives, at a cost ol five 
guineas per student 


Training By Post 


The course comprises six train- 
ing handbooks, which will be sent 
to students at monthly periods 
This procedure will that 
each lesson is learnt before going 
on to the next Each handbook 
will be accompanied by a question 
paper so designed that it will not 
require lengthy written answers 
The question papers will be 
in for marking and will 
returned to the student with the 
correct answers and the reason 
for them fully explained in the 
form of “a sales analysis.” 

In addition, the student 
given any advice or help sought 
by those marking the paper 

Students will be encouraged to 
get together in groups, to discus 
the lessons expounded in the hand- 
beoks, exchange experiences and 
consider practical selling prob- 
Notes will be provided for 
the chairman of each group. 

Examinations, which are 
optional will be held twice yearly 
in convenient centres Success 
ful candidates will be provided 
with certificates 


ensure 


sent 


be 


will be 
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‘‘Business” 1953 Survey of 


Export Markets 


By H. CATLEEN, D.Sc. (Econ), M.I.Ex. 


( y the 89 territories to which 
British exporters could con- 
ceivabiy sell their goods, 62 now 
offer a fair chance, compared with 
only 50 a year ago Of the 
remainder, 13 offer a_ possible 
chance, against only 8, and 14, 
compared with 31, offer no chance 
at all 
At first sight, the export position 
would appear to have improved 
radically. But a glance at actual 
export figures over the last three 
years shows a different picture. 
The deterioration in some of 
Britain’s most important markets, 
such as Australia, South Africa 
and Argentina, has continued, and 
expansion in trade has been con- 
centrated on the smaller markets 
BUSINESS readers who heeded 
my advice last August to concen- 
trate on spreading their export 
activities over many smaller out- 
lets, rather than relying exclu- 
sively on the large market, will 
have reaped their reward. To-day, 
the need for spreading the export 
load is as imperative as ever. 
Heading the countries which 
take more and more goods from us 
are British East and West Africa, 
the West Indies, and Central 
American territories such as Costa 
Rica, Dominica, and Honduras. 


Cther countries in this field are 
Turkey, Italy, the Belgian Congo, 
Ethiopia, Liberia, the Sudan, 
Saudi Arabia and Aden. 

As in previous surveys, terri- 
tories have been classified in the 
easy-to-read table opposite into six 
categories, as follows:— 


A—No import restrictions what- 
ever 

B-——-No import restrictions gen- 
erally, but a few exceptions for 
which licences are obtainable. 
C—O.E.E.C. countries. Import 
licences necessary for products 
outside the liberation lists. 
D-—-Import licences obtainable. 
Different rates of exchange are 
fixed for different products—the 
essential the product, the 
higher the rate of exchange. 
E—Import licences for essential 
goods have priority. Licences 
for other products are not easy 
to obtain 
F—Import licences 
possible to obtain. 


less 


almost im- 

In addition, the future trend of 
export business in each territory is 
classified in another column as 
either “excellent,” “steady,” or 
“difficult.” Of the total, 15 are 
“excellent,” 40 “steady” and 34 
“difficult.” 


With major export mar- 
kets only slowly relaxing 
restrictions, the need to 
find new markets is still 
imperative. For the fifth 
year in succession, 
BUSINESS publishes a 
concise, easy-to-read sur- 
vey spot-lighting promis- 
ing outlets that may have 
been overiooked. Here is 
a check-list compiled by 
an expert for export 
manager and managing 
director alike. 


One factor that cannot be 
ignored is increasing competition, 
particularly from the highly- 
industrialized European countries. 
Germany above all—but also 
Belgium, Switzerland, France and 
Italy—are stepping up their export 
achievements year by year. Ger- 
man exports to the U.S.A. alone 
rose from $46m. in 1949 to $249m. 
in 1952, and those of all sixteen 
O.E.E.C. countries together from 
$794m. to $1,859m 

Even more important as a 
potential competitor is Canada 
a comparative newcomer to the ex- 
port field. With a population of 
only 14 million, Canada in 1952 
exported goods to the value of 
$2,.385m., or more than the whole 
of Western Europe put together. 
And this in spite of a rise in aver- 
age weekly wages from $46.60 in 
1951 to $58.43 in 1952. 

To reap the fullest benefits from 
the charts attached, the reader 
should: 

(a) Check whether he has 
done business with all the 
markets in at least the first three 
categories (A, B, and C) and 
possibly in the fourth (D); 

(b) Check whether he 
done business with 
markets showing an 
trend from 1950 to 1952, and 
whether his own turnover has 
shown a similar trend. 

By this method, he can see at 
a glance where his export organi- 
zation is in step with the general 
trend of affairs, and where it is 
incomplete or needs overhaul. 
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IMPORT POSITION EXPORTS FROM U.K. 





Cc}; oO 1950} 1951} 1952 





Excellent 





EUROPE 
Austria 
Belgium 
Eire... 
Finland 


France , _ 
Western Germany 
Gibraltar & Malta 
Greece 

Denmark 

Iceland 

Italy ... — 
Netherlands... 
Norway 

Portugal 

Spain ... 

Sweden 
Switzerland ... 
Turkey 


AMERICA 
Canada 
U.S.A. 
Argentine 
Bermuda 
Bolivia 
Brazil... ae 
British Guiana : 
British Honduras ... 
British West Indies 
Chile ... 
Colombia 
Costa Rica ... 
Cuba ... 
Curacao 
Dominica 
Ecuador 
Guatemala ... 
Haiti ... 
Honduras 
Mexico 
Nicaragua 
Panama 
Paraguay 
Peru 
Salvador 
Surinam 
Uruguay 
Venezuela 
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IMPORT POSITION EXPORTS FROM U.K. 





Cc }D 1950 | 1951 | 1952 





Excellent 





AFRICA 


Belgian Congo 

British East Africa 
British West Africa 
Egypt .. 

Ethiopia 

French West Africa 
French Morocco 

Liberia 

Mauritius an 
Portuguese East Africa a 
Portuguese Guinea ‘a 
Portuguese West Africa.. 
Rhodesia » 
Seychelles 

South African Union 
Sudan .. 














ASIA 


Aden ... 
British Borneo 
Burma 

Ceylon 

Cyprus 

Hongkong 

India ... 

Indonesia 

Iraq 

Israel ... 

Japan ... 

Jordan 

Lebanon 

Malaya 

Pakistan 

Persia .. eee 
Portuguese India ae 
Saudi Arabia 

Syria ... 

Thailand 
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AUSTRALASIA 


Australia , 

Solomon, Gilbert, Tonga | Islands 
Fiji Islands ... ; 

New Zealand 









































It’s Quicker by Plane 


\ GOOD deal has been written 
4 in BUSINESS about men 
who find it quicker and more 
profitable to do their business 
travelling by aeroplane Here is 
another man who finds that it pays 
to use his own aircraft for busi- 
ness visits within the United King- 
dom 

W. Horace Partridge was lucky 
enough to inherit a business from 
his father, but he was also suf- 
ficiently enterprising to develop it 
along lines not foreseen by his 
parent and with methods that 
would have been described as un- 
conventional (to say the least of 
it) by an older generation. 

Partridge senior began his com- 
mercial life in Smithfield, where 
he formed The Smithfield Re- 
frigerator Co., Ltd., for the pur- 
pose of making and selling ice 
boxes for butchers. Young Mr 
Horace joined the business in 
1921, after graduating in engineer- 
ing at London University. For 
the first few years, he learned his 
way around the business; then 
something happened that altered 
everything. Automatic refrigera- 
tion made its appearance in 
America. 

The idea caught on in England 
and the Smithfield Refrigerator 
Company (which was entirely de- 
voted to commercial refrigeration) 
had to alter its ways and expand 
rapidly. More and more types of 
automatic refrigerators were pro- 
duced, and more and more cold- 
rooms and cabinets (the Smith- 
field end of the job) had to be 
provided. 

The pattern of the industry was 
now clear. It consisted of: (1) 
manufacturers of refrigerating 
machines; (2) manufacturers of 
insulated coldrooms and cabinets; 
and (3) dealers or distributors, 
who sold machines and cabinets in 
combinations designed to suit the 
needs of the customer. The 
Smithfield Refrigerator Company 
belonged to category (2) and their 
job was to sell to category (3). 

At first, the task looked diffi- 
cult. Each of the dozen or so re- 
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frigerating machine manufac- 
turers had a chain of distributors, 
so that in theory the country was 
covered a dozen times over. In 
practice, the distribution was more 
rationalized, but even so there are 
today more than 500 dealers sell- 
ing refrigerating machines. These 
are Mr. Partridge’s trade cus- 
tomers, indeed his only customers, 
since he never deals direct with 
the final consumer—the butcher, 
dairyman, hotelier, fishmonger, 
florist, fruiterer or greengrocer 


than 100 miles from London 
Since 1947, he has done about 800 
hours flying, mostly between El- 
stree (where the plane is kept) 
and the West Country, North Mid- 
lands, North Country, Scotland 
and Ireland. He has also made a 
number of trips to Switzerland 
and expects to do more 
Channel flying as the export trade 
develops. In this way, he sees 
every one of his customers person- 
ally at least (and often 
twice) a year 

Another of Mr. Partridge’s un- 
conventional but highly successful 
techniques is the use of still and 
moving pictures. A visit is seldom 
completed before Mr. Partridge 
has taken colour photographs of 
the installation. The best of the 
resulting pictures are then popped 
into a_ stereoscopic viewer, or 
turned into films and film strips, 


crTross- 


once 


W. HORACE PARTRIDGE: If the business date is more than 100 miles from London, 


this is how he keeps it. 


who buys the coldroom and speci- 
fies the need. 

Recent years have seen the evo- 
lution of refrigerated § display 
cabinets for chilling (as distinct 
from freezing) foods and other 
commodities; and it is this part of 
the business which Mr. Horace 
Partridge has done so much to 
develop. 

His technique is to visit the 
dealers by plane, using his Miles 
Gemini to reach all places more 


Dealer contact is quicker by Gemini. 


and shown to the next prospective 
customer. 

Smithfield aids 
clude scale models of installations, 
neatly fitted into attache cases 
These are lent to dealers who 
show them to their customers 

The Smithfield Refrigerator 
Company has moved twice—from 
Smithfield to Kings Cross and on 
again to Hornsey The plant now 
occupies a site of 62,000 square 
feet, employs between 140 and 


sales also in- 
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190 workers 
seasonal) 


(the trade is 
and boasts a 
which has quadrupled since the 
days before automatic refrigera- 
tion, This makes it just about the 
largest organization of its kind in 
this country. The achievement 


partly 
turnover 


can be ascribed to sound design, 
imaginative selling, a feeling for 
good staff relationships and a 
certain propensity on the part of 


the managing director for week- 


day as well as week-end flying. 


‘Originate, Delegate, 


Supervise’ 


YEVHE face in the picture belongs 

to a man who has made a suc- 
cess of his first and oniy business 
venture—A. R. Mackewn, O.B.E., 
founder and head of New Hygiene, 
Ltd. 

In 1935 Mr. Mackewn decided 
to indulge a personal interest in 
health and hygiene by setting up 
a company for the manufacture 
and sale of disinfectant fluids, 
dispensers and spraying instru- 
ments. Based on a_e germicide 
a hundred times more powerful 
than carbolic acid, but pleasant 
enough to be used as a spray in 
cinemas, the disinfectant was one 
of the first of its kind to be used in 
this country. 

To the new product was added 
an air conditioning box, contain- 
ing a similar type of disinfectant 
in solid form for use in living 
rooms, cloakrooms, lavatories, 
airing cupboards and_=e similar 
places. In the years that followed, 
more lines were introduced, among 
them an antiseptic, an insecticide 
and a chlorophyll deodorant. 

Rather surprisingly (for ex- 
amples of this are few and far 
between), New Hygiene attribute 
a good deal of their success to 
regular appearances at exhibitions. 
As early in their history as 1936, 
the company booked space at 
cinema trades and domestic 
shows; now scarcely a month goes 
by without their appearance at 
an exhibition in some part of the 
country. 

The hazards of this procedure 
are, however, well illustrated by 
the story of their appearance at 
the first post-war B.LF For 
seven days not a pennyworth of 
business was done on the stand 
a pretty alarming state of affairs 
for a small concern. On the 
eighth day, however, the firm 
booked one order that paid all 
their expenses and gave them an 
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adequate margin of profit 
Exactly the same thing happened 
on each of the next three days. 

Exhibitions apart, personal con- 
tact was, and still is, the main 
method of selling. But good sales- 
men were employed on generous 
terms, and Mr. Mackewn made it 
his business to think of ideas and 
methods that would help them. 

Almost all the product names 
and slogans are his, and so are 
many of the ideas behind the 
packs and cartons. On one oc- 
casion he wanted a new carton 
for refills, so he borrowed his 
daughter’s box of paints, and pro- 
duced his own rough The box 
makers promptly used it as the 
original artwork. A deodorant 
vermin killer in a plastic con- 
tainer, was also his design. Nor 
did he forget to sort out a slogan 
for his own consumption: “Origi- 
nate, delegate, supervise.” 

During the war, the company 
were unable to do more than 


A. R. MACKEWN, 0O.B.E.: 
to 39 countries. 


Hygiene is his business. 
The germs, he says, die with smiles on their faces. 


supply essential needs in factories, 
for Mr. Mackewn joined the 
Navy and most of his staff were in 
one or other of the Services. 
Nevertheless the concern have 
prospered ever since. As _ soon 
as he was qualified to do so, 
Mr. Mackewn joined the F.B.I., the 
London Chamber of Commerce, 
the Institute of Export and the 
Incorporated Sales Managers’ 
Association, and he pays un- 
grudging tribute to the way these 
organizations have helped him 
in his search for more business. 
Today his overseas markets in- 
clude 39 countries 

Mr. Mackewn’s private interest 
is his family, whilst his numerous 
hobbies include gardening, tennis, 
swimming and cinematography 
At 46, he is still full of ideas. The 
latest is for a children’s League 
of Hygiene, members of which 
will have badges and their own 
magazine. The slogan is typical 
“Keen, clean, fit.” 

New Hygiene products have 
been proved effective for staff as 
well as customers. Except for 
one salesman (who was out on the 
road), not one member of a staf! 
of 83 fell ill during the ‘flu 
epidemic earlier this year 

Claims for his products, 
ever, are balanced by the Mac- 
kewn vein of humour, which is 
delicately ironic Asked by a 
B.LF. publicity man for informa- 
tion about his products, Mackewn 
wrote firmly: “Will supply pictures 
of germs dying with smiles on 
their faces.” 


how- 


He exports it 
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Controlling Maintenance Costs (2) 














on 

30, Post Office expenditure on maintenance 
~ must be budgeted in advance against a 
1e fixed allocation. Hence cost control is 
s’ vital if a full maintenance programme is to 
- be carried out. By measuring maintenance 
~ in work units, and constantly comparing 






performance against target, Post Office 
engineers can rapidly take action as soon as 
costs get out of hand. 










, | 
WET) 
A Work Unit System 


Pinpoints Rising Costs 






"eer pare of the labour force 
of a maintenance depart- 
ment can be exercised by com- 

parison of the actual man-hours By A. G. THOMSON 
needed to complete a programme 





















of work with those estimated as manually - operated exchanges; includes tracing and clearing 
“standard” for its completion telephonic repeater equipment; faults reported by sub- 
A system of controlling man- telegraphic apparatus, such as scribers. 

hours spent on maintenance of teleprinters; and apparatus at 3 Maintenance of power plant, 
plant by means of “work units” subscribers’ premises, such as batteries, etc 

has been developed by the engi- telephone instruments and switch- A subsidiary operation is the 
neering department of the boards. routine cleaning of equipment 
General Post Office, which is re- Maintenance of telephone Because of the great variety of 
sponsible for the maintenance of equipment falls broadly into three equipment, it is not easy for an 
telephone and telegraph plant categories, namely: engineer without long experience 
The quantity and variety of plant 1 Routine attention. Some items to assess the staff required for 
associated with a network of require attention only three maintenance Some means of 
about six million telephones is or four times a year, but expressing maintenance quantita- 
naturally very large. It includes weekly or even daily testing tively is therefore desirable in the 
external plant, such as overhead is necessary for certain key interest of efficient administration 
wires, poles, aerial cables and equipment. A yet stronger reason for quan- 
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underground cables; internal Periodical maintenance and titative assessment is the import- 
equipment for both automatic and periodical overhauls, which ance of maintaining a very rigid 
control over the department's 
maintenance expenditure. Sums 
for the maintenance of telephone 
and telegraph equipment are 
voted annually by Parliament, 
and the Post Office has therefore 
to prepare estimates of the antici- 
pated expenditure for each finan- 
cial year A definite amount is 
allocated and it is necessary to 
keep within that figure 
The sum voted is apportioned 
among the various regions, in turn, 
under Telephone Manager's areas 
and at local discretion under 
Maintenance Control A 
























close 















A Post Office jointer at work 
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watch can then be kept on the 
position, so that action can be 
taken if there is any tendency for 
maintenance costs to rise. 

For work unit control, plant is 
classified under 12 sub-divisions 
according to type, each group 
being denoted by a symbol. Thus 
ME stands for manually-operated 
exchange equipment, O for over- 
head plant, UM for underground 
main cables, etc. The main items 
of plant are recorded on “Records 
of Maintenance Work Units,” 
which show the number of plant 
items at the end of each year or 
half-year and the relative work 
unit values. These records are 
kept up-to-date either by running 
records of plant changes or by 
annual or half-yearly 
ments. 


re-assess- 


The work unit values are, when 
possible, assessed on studies of 
time necessary to make routine 
tests, trace and clear expected 
faults, and atterfd to power plant 
It is then merely a question of 
multiplying these work unit 
values by the numbers of items 
in service, totalling, and so arriv- 
ing at the number of work units 
for a building, exchange area, or 
maintenance control. 

There may be a maintenance 
staff at a given building, or the 
work may be directed from a 
maintenance control which is re- 
sponsible for a number of build- 
ings, exchanges and items of ex- 
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Engineer at work on 
intermediate _ dis- 
tribution frame. 


(Photographs by cour- 
tesy of the Postmaster- 
General.) 


either case, the 
number of staff required for 
maintenance can be assessed by 
dividing the total number of work 
units by 230, which is the equiva- 
lent of the annual man-hours for 
one man. This serves as a guide 
to staffing, adjustments either way 
being made to allow for local con- 
ditions. 

A provincial maintenance con- 
trol of average size has a force of 
about fifty men and is responsible 
for roughly forty telephone ex- 
changes, repeater equipment, tele- 
graph plant, and all external plant 
in the control area. There are 
about five maintenance controls in 
each provincial telephone area, 
and fifty-five telephone areas in 
the United Kingdom. 


ternal plant. In 


Time Sheet Control 


Each maintenance workman 
fills in a time sheet, on which he 
enters the circuit, installation or 
nature of work; class of fault; ex- 
change name or code; and hours 
worked allocated under the sub- 
divisions into which plant is classi- 
fied. The hours allocated are 
balanced with the hours for which 
he is paid. 

These time sheets are received 
from all maintenance workmen in 
the telephone area and are sorted 
under the appropriate mainten- 
ance controls. They are then 
summarized to show the total 
man-hours under the various sub- 


divisions. Separate columns are 
provided for “normal staff” (the 
staff normally employed on main- 
tenance) and “maintenance works 
staff” (additional staff brought in 
for maintenance). Other columns 
provide for the addition or deduc- 
tion of hours spent by one area 
for another. 

The total numbers of man- 
hours and work units are shown, 
and from this information the 
average man-hours per work unit 
per annum are calculated for each 
type of plant. This is done by 
dividing the total hours by the 
number of work units and multi- 
plying by a factor which depends 
on the number of weeks in a 
month. In a_ four-week month, 
for example, the hours would be 
multiplied by 13 and divided by 
the number of work units. The 
figure obtained should be in the 
vicinity of 10. If the index is 
lower than 10, maintenance costs 
are below the measurement stan- 
dard; if it is higher, expenditure 
on the maintenance of that plant 
is exceeding the estimated 
amount. 


Area & Regional Ratings 


The forms from all the main- 
tenance controls are combined to 
give an area rating, and the area 
forms are, in turn, combined to 
give a regional rating. Finally, 
the ratings from the nine regions 
are combined to give a national 
figure. 

Under the recommendations of 
an economy committee set up 
three years ago it was decided 
that, in order to reduce the quan- 
tity of statistical work, detailed 
costs should not be calculated for 
levels higher than areas; for this 
reason, only the overall figures are 
now transmitted to Headquarters 

From the _ national figures, 
Headquarters prepare bar graphs 
which show results in terms of 
man-hours per work unit per 
annum. Each bar represents a 
quarter’s performance, up _ to 
eight being drawn for periods up 
to two years. The graphs are 
plotted side by side for the broad 
divisions of plant and for the vari- 
ous regions, the Provinces, London 
and the United Kingdom. The 
regions usually prepare similar 
graphs showing the area results 
side by side. The system provides 
a very efficient means of control- 
ling maintenance costs. 
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One half of the office manager’s job is 
concerned with routine—the day-to-day 


processing of figures. 


The other half is 


management—ensuring and maintaining 
efficiency of a working group of human 


beings. 


This “ other half ’’ was the main 


topic at the recent conference of the Office 


Management 


Association, 


when Jj. R. 


Stockley, assistant comptroller, J. Lyons 
and Co., Ltd., described how the problem 
was tackled by his company. 


A 6-Point Programme for 


Office Staff Relations 


By J. R. STOCKLEY, Assistant Comptroller, J.Lyons & Co., Ltd 


4" VEN in the most efficient 

4 offices, periodic reviews of 
the way in which work is being 
carried out are needed. The office 
manager cannot review all aspects 
of office work himself, but he can 
take action to ensure that all is 
well At Lyons, we group such 
action under six heads 


1. Group Reviews 


Regular reviews of the way in 
which the various groups in the 
office are functioning are planned, 
say, once a year. These are called 
“group reviews,” the term “group” 
covering a number of clerks within 
a section engaged on similar or 
related work. A group is selected 
which, to all intents and purposes, 
is functioning efficiently. Where 
something is already known to be 
wrong with a group, remedial 
action should already be under 
way. If things appear to be going 
well, however, there is always a 
tendency to leave well alone. And 
one may be deluding oneself 

The review covers 

Personnel policy 

Pay and suitability for the job 

Morale, team spirit and interest 

in work 

Physical conditions of the office 
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Attendance, discipline and staff 
turnover 
Training 


Systems 

Adherence to systems agreed by 
the management 

Efficiency of systems 

Layout and use of equipment 


Efficiency 

Achievement of 
jectives 

Security, as applied to the safe- 
guarding of cash or goods 

Accuracy and neatness 

Conformity with timetables 

The extent to other de- 
partments or offices are satis- 
fied with the service they re- 
ceive from the group 


recognized ob- 


which 


The clerks concerned are told in 
advance the reasons for the re- 
view, and are co-operative The 
actual work of the review is car- 
ried out by specialist officers in 
the organization, but even in busi- 
nesses where no such specialists 
exist, it should not be difficult to 
arrange for some experienced per- 


son to plan reviews of this nature 

If the reports issued by the 
specialists suggest that any mat- 
ters, such as methods of working 
or staffing arrangements, require 
modification, a discussion is held 
between the office manager, sec- 
tion supervisor, group leader and 
representatives of the specialists 
concerned. Finally, if any points 
of general interest to other sec- 
tions or offices emerge from the 
review, these are advised accord- 
ingly. 


2. Systems Reviews 


A second type of review is the 
“systems review’-—the complete 
examination of all clerical work 
done in carrying out a particular 
iob. Sales invoicing is an instance 
The work is not particularly com- 
plex, but a large volume of orders 

about 30,000 a week-——-is handled 
to a strict time schedule 

The system for dealing with the 
work devised and installed 
some years ago. Since then, vari- 
ous modifications have been made 


Was 
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ing at least once a year. 


to be working well. 


The 6 Points for Management 


Review the way in which each group in your office is function- 


Review your systems periodically—even if everything appears 


3 Run campaigns for improvement on one subject at a time. 


4 Arrange for a successor for each job in the office, long before 


the job becomes vacant. 


5 Make some regular personal contact with each member of the 


staff. 


6 Find out how well the office is serving other departments—and 
how that service could be improved. 









as the 
review might reveal that, as a re- 


need arose. A systematic 
sult of these minor modifications, 
some change was desirable. And 
even if this proved not to be so, 
the review would have the positive 
effect of showing that the system 
was still efficient and adequate for 
the job. 

One such review from which we 
derived great benefit was in the 
use of the telephone. Another re- 
view dealt with staff suggestions 


3. Group Leader Campaigns 


On the human relations side, 
efficiency is maintained by a con- 
stant series of “group leader” cam- 
paigns, so called since the senior 
clerk in each group is responsible 
for putting them into effect. 

The purpose of the campaign is: 

(a) to allow special attention 
and emphasis to be given to one 
aspect of group leaders’ respon- 
sibilities at a time, and 

(b) to generate interest 
among the group leaders them- 
selves, by making them feel that 
their colleagues are all taking 
part at the same time. 

Subjects covered by the cam- 
paign vary widely; examples are 
tidiness and care of equipment, 
filing and inspection of work 


Before the start of each cam- 
paign, I discuss with the group 
leaders the form it should take, 


high-lighting matters on which I 
64 





think they should concentrate. 
Check-lists of equipment used in 
the groups are distributed to them, 
with a schedule of the frequency 
of inspection. The clerks in the 
group are informed in advance of 
what is being planned, and at the 
conclusion of the campaign another 
meeting of group leaders is held 
to discuss their reports. Each 
campaign lasts about a week. 


4. Long-Term Training 


In the average office, short-term 
training arrangements are 
adequate. But long-term training 
programmes are often another 
matter. At Lyons, each section 
supervisor is required periodically 
to list all the major jobs in his 
section, and against each job to 
put the name of the clerk who nor- 
mally performs the work. Then 
he is asked to list the name of at 
least one other clerk who can do 
the same job. It is surprising how 
many gaps there are. 

Having discussed and agreed 
with him the training needed to 
have adequate cover for all jobs 
in his section, I then require him 
to show me each month the train- 
ing chart on which progress to 
date is shown. These charts natu- 
rally require continual review, and 
a definite date each month is fixed 
to review each section’s training 
programme. Hence supervisors 
get more “training-conscious” and 
learn to help themselves, rather 





than to ask for help, when staffing 
difficulties arise 





5. Personal Contacts 


I am a firm believer in an office 
Manager maintaining a constant 
personal contact with his staff. 
Regular visits to sections for this 
purpose raise difficulties. A good 
method of getting a clerk to talk 
freely is to use the half-yearly re- 
port on him by the section super- 
visors as an opportunity to discuss 
his progress or lack of it. This, 
however, necessitates setting out a 
programme for seeing all the staff. 
But providing that the right atmo- 
sphere is created, and care is taken 
that the interview does not appear 
to be of a routine nature, this con- 
tinuity of contact is of consider- 
able value in ensuring good staff 
relations. 


6. Outside Relations 


I find it well worth while to de- 
vote some time regularly to dis- 
cussing the work of my office with 
the managers of other depart- 
ments. Are we giving good ser- 
vice? Is there additional infor- 
mation we could provide? Or are 
we still providing statistics and 
information not really needed? 
Discussions of this nature are of 
great value and go a long way to 
inspiring mutual confidence. 

In Lyons this is largely under- 
taken by the specialist staff. The 
first step is to set out the purpose 
of the work of the group of clerks 
concerned. When this has been 
done the staff conducting the re- 
view will go to the departments 
served by this particular group of 
clerks and check on the spot that 
the service they are receiving is 
adequate in every way and at the 
same time enquiring whether any 
improvements are desirable. They 
can then report back to the office 
manager 


“ AND, FINALLY...” 


Finally, though office managers 
should be realists, with their feet 
firmly on the ground, it is a good 
idea, now and then, to let one’s 
thoughts run wild on office mat- 
ters. Spend a little time on men- 
tally “free-wheeling,” and—who 
knows?—-from What appears at 
first to be a most improbable idea 
may materialize some real honest- 
to-goodness schemes 


BUSINESS 












Efficiency 





at the LAMSON PARAGON stand 


Without being complacent we can definitely state that 
our stand at the Business Efficiency Exhibition proved an 
unqualified success. This fact does not surprise us as no 
less than four rather revolutionary innovations were 


shown, ranging from simple carbon copy books to Tabulat- 
ing forms.* 


So many business people accepted our invitation to inspect 
the Lamson Paragon stand that we feel that you could not 


FLAT-OPENING CARBON COPY BOOKS 


* 
* AUTOMATIC CARBON FEED FOR PARAGON 
REGISTERS 

* 

* 


PARAGON FANFOLD FORMS WITH STRIP- 
TINTED COPIES 


*FORMALINER”" CONTROLLED CARBON 
FORM-FEED FOR TABULATORS 
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have missed it. If, however you were unable to attend, 
your local Paragon representative will be pleased to give 
details personally. 


There are so many ways in which Lamson Paragon pro- 
ducts can effect economies in your business. Whether 
you prepare multi-copy records by hand, by typewriter or 
by other machine, there is a Lamson Paragon System which 
will reduce paper-work. 





LAMSON PARACON 


ORITAINS LEADING ManuractuRtARS oF 


‘BUSINESS FORM 


PARAGON WORKS, LONDON, E.16 
PHONE: ALBERT DOCK 3232 (Many Lines) 
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An overall view of 
the new Type 701 


computer 


Computer 


Will Control Production Costs 


YENHE introduction of the elec- 
tronic computer in the office is 
a movement of growing momen- 
tum. Its impact may well revolu- 
tionize clerical procedures 
In Britain, the first major com- 
puter to be used for office work 
was installed last year by Joseph 
Lyons and Co., Ltd.; its designer 
was Prof. D. R. Hartree, who con- 
structed the EDSAC calculator at 
Cambridge University. Since then 
Ferranti, Ltd., constructors of the 
computer at Manchester Univer- 
sity, have taken a number of 
orders for similar equipment from 
commercial concerns in this coun- 
try, some of whom intend to use 
them, in part at least, on office 
routines Other firms, such as 
Elliott Bros., Ltd., have entered 
the computer field. Punched card 
equipment firms, too, have already 
put on the market new machines 
employing electronics 


American Experience 


In America, the pace has been 
somewhat faster. The first major 
electronic computer, the Auto- 
matic Sequence Controlled Cal- 
culator, was constructed during 
the war by an International Busi- 
ness Machines team, and was soon 
followed b y the Selective 
Sequence Electronic Calculator 
Both these machines were large- 
scale computers designed pri- 
marily to undertake complex cal- 
culations connected with aero- 
dynamics and similar research 
work 

After the war, IBM concentrated 


By JULIAN ACOMB 


The latest large-scale computer, now being manufactured 
in America on semi-mass-production lines, will be used 
for office routines as well as specialized mathematical 


work. 


Here is a preview of a new machine that to- 


morrow may be the centrepiece of any large office. 


on the development of a smaller 
computer for business and indus- 
trial use, and in due _ course 
evolved the 604 Electronic Cal- 
culator and the Card-Programmed 
Electronic Calculator. To date, 
some 1,500 of these have been 
made, and are finding increasing 
use in American industry. Some 
examples of these applications in 
the office were quoted in BUSI- 
NESS in February last 

Now IBM have produced the 
first model of a new computer, the 
Type 701, designed to replace the 
Selective Sequence Electronic Cal- 
culator. The word “replace” is 
apposite, for not only is the 
new computer another large- 
scale model, but it is actually 
situated in the same room at the 
company’s New York headquarters 
as was occupied by the now dis- 
mantled SSEC. It occupies con- 
siderably less space, however, and 
is neatly packed into a series of 
aluminium cabinets 

A balconied conference 
overlooking the calculator 


room, 
and 


separated from it by sloping plate 
glass, provides a vantage point for 
ebserving operations and discuss- 
ing computations. Ample space is 
provided for writing the complex 
and abstract equations that are 
the stock-in-trade of engineers and 
scientists in an age of atomic 
energy and supersonic flight. 

A considerable number of the 
Type 701 have been ordered and 
are under construction on semi- 
mass-production lines. These wil! 
all go to government agencies or 
defence industries and will be used 
primarily for design and research 
calculations Their application 
will include the calculation of 
radiation effects in atomic energy; 
aerodynamic computations for 
planes and guided missiles (includ- 
ing vibration and stress analysis); 
design and performance com- 
putations for jet and _ rocket 
engines, propellers, landing gear, 
radomes, etc.; studies related to 
the effectiveness of various 
weapons; and steam and gas tur- 
bine design calculations In 








IF YOU BUY MAN HOURS — reca 


this factual schedule. i: is compiled from information supplied 
by users of T.R. Service who, like more than 20,000 other Subscribers, find T.R. 
Internal Telephones, Broadcasting and Staff Location and Time Control essential to 
the smooth and efficient running of their businesses. The cases quoted below are as 
follows :— ©@ Plastic Manufacturers—448 employees @ Metal Stampers— 160 


employees 
— 980 employees. 


Originals of these users’ reports and many others from widely differing industries are availabi« 


© Ironfounders — 550 employees 


© Hosiery 


Manufacturers 


mopeciion 





Internal Telephones 


Staff Location & Broadcasting 


Time Control 





oe, freeing G.P.O. switchboard 
from inter-office calls, we've saved 
50°, of operating cost. Quick 
access to personnel and inform- 
ation has reduced our G.P.O. 
account 5°, and we save £300 p.a. 
on other messengers’ wages. 


10°,, saving of executives’ time in- 
creases efficiency. Quick reporting 
and repair of breakdowns reduces 
time wastage by 2°,,, adds 1°, to 
production regular broad- 
casting of music increases keen- 
ness, alertness and output. 


Time recording system in depart- 
ments and automatic break and 
pre-resumption signals system 
made 36,500 extra man hours per 
annum available for production 
—equalling 2°, of total wage bill 
and 2°,, of output 





we would certainly be lost 
without them .. . . extending our 
system to cover all departments 
has much increased admini- 
Strative ethciency. 


Our staff are happier and more 
contented. Broadcasting for locat- 
ing staff is of immense assistance 





Specific cash savings are 5°, on 
G.P.O. telephone charges and 
£150 p.a. wages of messenger 
switchboard operator is able to 
do other work 


time saved on long distance 
calls and elimination of need to 
call back has halved our G.P.O. 
telephone account this service 
is invaluable ... we feel 12%, of 
executives’ time is saved 





- —_ a 
iD (2 SERVICE SUBSCRIBER) 





we consider that speedy 
broadcasting of information and 
quick location of breakdown 
personnel increased production 
efficiency by over 5°, 





when breakdowns occur 
time losses are reduced by 25 
through quick contact with re- 
pairs stafl Music for workers 
increased production by 1.3%. 





Departmental time recording 
saves 5 hours 40 minutes paid 
man hours per day break time 
signals system saves 10 hours 40 
minutes man time per day. £1,950 
extra man hour value thus made 
available per annum 





Recording of time in departments 
instead of at gate adds 3%, to 
productive value of wages paid 
I.R. Attendance and Job Time 
Cards save 24°, of salaries of 
wages department 





Find out how T.R. Service can help your business too 


SEND FOR THIS FREE VOLUME 


ROM 1 
= ‘My, 


It explains how T.R. Service increases productivity by solving time problems 
that are similar to yours. If you are an employer of labour write on your business 


heading now for your copy of “ The Productive Moment™ 


10 -— 


Rentals Limited, 22 Kent House, Rutland Gardens, London, S.W.7 


Telephone 


WHEN IT'S A QUESTION OF vume GT SERVICE SPEEDS PRODUCTION 


14 T.R. SERVICE 


Also 


BRANCHES 
JOHANNESBURG, 


THROU 


CAPE TOWN, 


GHOUT THE 
PARIS AND 


UNITED 
BRI 


KINGDOM 
SSELS 
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Another of the many 

time wasting operations 

in the handling of multiple 
carbon-copy forms eliminated 
by the use of the 

Keonojet Typewriter Attachment 


and Econoset Continuous Stationery. 


The Econojet Attachment 
is fully automatic, moving carbon 


sheets smoothly from one set 


...the 
modern 
way 


of documents to another. 


No interference with normal 

use of typewriter—perfect 
alignment without holes in 
stationery—no special carbons—no 
weight on typewriter—additional 
copies at will—sets of differing 
lengths may be used without 


mechanical adjustment—these are 


«e 
© 
* 
& 
© 
¢ 
* 
e 
e 
* 
« 


some of its exclusive features. 


—here indeed is 
Continuous Stationery the modern way 





tconojel 


Typewriter ™ Attachment 


PETTY & SONS LIMITED 


Whitehall Printeries, Leeds 12 « Telephone 32341 
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government agencies the 701 will 
be used principally on restricted 
problems. 

But one company, which 
pioneered the use of high-speed 
digital computers for cost-account- 
ing with the Card-Programmed 
Electronic Calculator, will use the 
701 to speed and simplify the 
assembly and interpretation of 
production cost data from its vari- 
ous separate plants These 
machines will be rented from IBM 
at fees ranging from $11,800 
(£4,200) a month, depending upon 
storage capacity 


A Computing Bureau 


The 701 installed in New York 
City will be operated on a consul- 
tancy basis as a technical comput- 
ing bureau for organizations with 
problems involving mathematical 
computations. The bureau will be 
staffed by scientists who have been 
engaged for two years in planning 
the economical solution of typical 
problems And it is significant 
that, thanks to their experience, 
the company now claim to be able 
to instruct users of the bureau in 
the preparation of problems for 
the 701 and the operation of the 
machine in a three-weeks’ course. 

From the technical point of 
view, the 701 is a development of 
the SSEC which it replaces, 
though it has at least 25 times the 
overall speed of the SSEC and is 
less than a quarter of its size. It 
is composed of eleven intercon- 
nected units, known as electronic 
data processing machines. These 
consist of an electronic analytical 
control unit, a card punch, a card 
reader, a magnetic drum storage 
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Tape storage: two readers and recorders 

handle two reels of tape each simul- 

taneously. Tape reaches full speed in 

one hundredth of a second or before 
moving gin 





unit, an electrostatic storage unit, 
two magnetic tape readers and re- 
corders, an alphabetical and 
numerical printer, two power sup- 
ply units and a power distribution 
unit 

The 701 uses all 
most advanced electronic storage 
or “memory” devices—cathode 
ray tubes, magnetic drums and 
magnetic tapes The computing 
unit uses small versions of the 
familiar electronic tubes, which 
are able to count at millions of 
pulses a_ second In addition, 
several thousand germanium 
diodes are used in place of vacuum 
tubes, with resultant savings in 
space and power requirements 

In operation, the appropriate 
figures, representing both the 
digits to be processed and a 
numerical code indicating the pro- 
cedures to be followed, are fed 
into the computer from punched 
cards. The machine operates in- 
ternally on the binary numerical 
system, but the conversion of 
decimal numbers to binary num- 
bers is handled automatically by 
the machine itself. The binary 
numbers are then transferred 
automatically to the electrostatic 
storage units 

These consist of banks of 
cathode ray tubes, each resembling 
a smaller version of the picture 
tube used in television sets. The 


three of the 


Drum storage : reading and writing 

heads approximately one thousandth of 

an inch from the surface of each drum 

read and write data with drum spinning 
at 2,930 r.p.m 


tubes can store the equivalent of 
40,000 decimal digits on their 
screens by means of the presence 
or absence of charged spots 

As soon as the necessary data 
have been received, the analytic 
control unit takes numbers from 
the electrostatic storage units in 
accordance with the programmed 
instructions and performs tbe 
appropriate mathematical opera 
tions on them. Addition and sub- 
traction can be formed at the rate 
of 16,000 operations a second and 
multiplification or division § at 
2,000 a second 

The digits stored on the tube 
screens are selected for use by an 
electronic scanning beam, which 
“reads” the charges and converts 
them into electronic pulses. These 
are then interpreted as numbers of 
calculating instructions 

Users of the machine need no 
longer be concerned with tracing 
the position of the decimal point 
through problems involving 
thousands or millions of sequential 
arithmetical steps. Using a “float- 
ing point” technique, the machine 
notes the position of the decimal 
point in the input numbers, keeps 
track of the point, and finally re- 
ports the position of the decimal 
point as the results are printed 

As computations progress, step 
by step; the results are stored in 
the electrostatic storage units. If 
so directed in the preliminary pro- 
gramme, the machine will then 
print results by means of a 150 
line-a-minute printer, with a 
capacity of 1,050 ten-digit numbers 
a minute. Alternatively, the re- 
sults may be transmitted to mag- 
netic tapes at a rate equivalent to 
1,250 ten-digit numbers a minute 

or, if desired, the machine will 
punch the results in standard 
punched cards at a rate equal to 
2,400 ten-digit numbers a minute 

Where problems are involved 
with more digits than can con 
veniently be stored in the elec- 
trostatic storage units, figures and 
calculating instructions are stored 
on magnetic drums and tapes 
When these are needed for use by 
the mathematical circuits, they 
are automatically transmitted to 
the electrostatic units and the 
operation proceeds as before. 

The magnetic drums can each 
store the equivalent of 80,000 
decimal digits and the magnetic 
tapes some 2,000,000 digits per reel 
of tape The storage capacity is 
thus practically unlimited 





Short Cuts to ORRICE ERRIGIENCY 


Check Your Offices 


— office layout is not just 

space wasted; it is also ineffi- 
cient. Crowded and badly- 
arranged offices often lead to cleri- 
cal errors, delays and low output 
because employees have trouble in 
organizing their work 

A systematic check of offices 
their function and furniture will 
frequently lead to better work-flow 
and greater efficiency. The easiest 
way to do this is to have the pre- 
sent floor plan drawn to scale on 
squared paper and to mark in fur- 
niture and operations; this will 
spot major flaws and bottle-necks 

The first question to ask is 
whether the lay-out corresponds to 
the work-flow. Procedures should 
not wander all over the room or 
be scattered in a number of rooms 
Files, work tables and any other 
equipment should be as close at 
hand as possible. Persons whose 
desks are visited continually need 
to be located as close as possible 
to the common work centre. 

Make sure that the area around 
files and other installations is 
adequate. This factor is often 
forgotten, but it is vital if delays 
and irritation are to be avoided 
Another way of creating more 
space is to examine thoroughly all 
existing storage equipment in each 
office. By careful investigation, it 
may be feasible to eliminate some 
items. 

Finally, it is 
examining the 
building for possible 
built-in cabinets or cupboards. 
Old-fashioned high ceilings pro- 
vide possibilities for raised plat- 
forms, running in an “L” along 
two walls, which can be used to 
hold additional equipment—or 
even desks and personne! in some 
cases. Occasionally, “custom- 
built” special-purpose desks are 
worth the additional expenditure 
necessary, as they allow a saving 
in space and equipment 


while 
the 
sites for 


worth 
structure of 


Eight Points for Bosses 


Ww does your. secretary 

think of you? Two Ameri- 
can social scientists recently com- 
pleted a survey on the secretary's 
attitude to her boss. According to 
the results obtained by them, em- 
ployers could help to raise office 
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efficiency and improve working 
conditions by adopting the follow- 
ing code of conduct: 
1—Treat your secretary as a 
son, not as an automaton 
When your secretary does a job 
well, praise her—especially if 
other people are around. 
-Give her ideas consideration. 
Make her feel that you would 
rather have her working for 
you than anyone else. 
Don’t work your secretary at 
breakneck speed to make up for 
lost time, and avoid overtime 
working, except in emergencies. 
-When you introduce new 
methods, set aside time to ex- 
plain them to her. 
Regard her as capable of 
assuming responsibilities 
If you notice a mistake, try to 
point it out in private. 


per- 


Speeding the Mail 


FINOO much time is frequent]; 
wasted on the production of 
letters and in getting mail on the 
way to its destination. The omis- 
sion of the word “dear” as a prefix 
to “Sir” in the opening of letters 
has, of itself, proved worthwhile to 
organization which has a 
outgoing mail. They have 
speeded-up letter writing 
operations by having a number of 
set opening and closing para- 
graphs. These are numbered, and 
published in a small booklet which 
is distributed to all staff who have 
to write or dictate letters and, of 
course, to all typists and secre- 
taries 
Additional time-saving point 
are the typing style—every line i 
typed flush—and the use of win- 
dow envelopes. Although window 
envelopes are a long way from 
being new, they are still not used 
as much as would be expected 
They save typing and avoid mis 
addressing 
To speed the despatch of mail, 
the post-room staff work different 
hours to other office staff—starting 
earlier and ending later This 
ensures that the first incoming 
mail is cleared quickly in the 
mornings and that there 
minute panic in the evenings 
Efforts are made to get staff to 
make mid-day of equal importance 
tu the evening despatch time 


one 
heavy 
] 


aiso 


is no last- 


After the 


NCE again, the Business 
Effictency Exhibition broke 
all records. Over 72,000 
people passed through the 
turnstiles at Olympia, against 
only 52,000 in Festival year. 


Business, brisk. 
Order books of manufacturers 
are heavier than they were 
twelve months ago, but, thanks 
to better material supplies, 
delivery dates are shorter. 
And demand for improved 
office equipment is far from 
satisfied. One firm at Olym- 
pia logged visitors from 1,200 
companies in its visitors’ book. 


too, was 


To celebrate the occasion 
BUSINESS asked “* Mac” 
to do portraits on the Spot of 
the threee O.A.B.E.T.A. 
executives contributed 
messages to our special Vid- 
June Guide to Office Equip- 
ment. Here they are. 


who 








Reminders are periodically sent to 
departmental! and __ thos 
lower down the scale to clear a 
much correspondence as possib! 
by lunch-time 


heads 


Cutting Out Paper Work 


VENHE output 

most executive 
considerable these days, irrespe 
tive of the size of firm. What i 
worse, a large proportion of a 
firm's paperwork output soon rests 
in a filing cabinet, cupboard or 
desk. To clear out “dead ate- 
rial in a forthright manner re- 
quires a certain amount of courage 

and a policy 


ot paperwork i 
know—i 


The secret of avoiding the accu- 
mulation of unnecessary paper lie 
in what the record specialists term 
“birth control.” The simplest tox 
for this is the waste-paper basket 
Here are examples of how 
firm saved money—and paper 

They devised form letters which 
replaced individually written let 
ters. Each form letter eliminated 
four carbon from the files 
Result: a saving of four people, 
the department accommodated in 


smaller and less expensive offices 


BUSINESS 
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Business Efficiency Exhibition 


W. J. ARRIS, Mrs. S. S. ELLIOTT, M.B.E J. A. CUMMING, 
Director Gestetner Led.; Chairman 


Managing Director turroughs Aiding Machine . 
Pctor AB 
Ltd Exhibition Dives O.A.8.E.T.A Committee OA BETA 


President O.A.B.E.T.A 











With International Superelectric Time Recorders 


AUTOMATIC OPERATION 
and 


RELIABILITY 


combine to give 


Operational Ease—-mere insertion of card secures clear registra 
tion, correctly placed and automatic printing in red of all lost time 
over time, visible to the employee and assisting the wages and 


department. 


Master Control—of bell and hooter signals from the recorder at 


prearranged times. 





For further information of this and 


other international machines ask for IBM UNITED KINGDOM LTD. 


formerly trading as 
booklet J564/3 sent without cost or INTERNATIONAL TIME RECORDING CO., LTD., 
obligation. 8 BERKELEY SQUARE, LONDON, W.1:: MAYfair 2004 
and at Birmingham, Manchester, Leeds, and Glasgow 
HEAD OFFICES: INTERNATIONAL WORKS, BEAVOR LANE, W.6 
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But it went bang... 


. and there was Mary, with a smutty overall, a pale 
face and a very nasty finger! ‘‘A week with a gap 
at the bench’’, thought the supervisor. But up came 
Nurse and dressed the finger at top speed — so easy 
with Prestoband — and now young Mary’s happily 
working away again; finger comfortable, safe from dirt, 
and healing fast. There will be no painful tugging when 
the dressing comes off and no sticky smear left behind. 
For bulk users the Prestoband * Hospital’ Pack saves 
about 40° on costs. 12-yard rolls, in three widths: 
g”, 1” and 2”. From your usual supplier or from the 
Manufacturers, VERNON & CO. LTD., PRESTON, 
LANCS. Telephone: Preston Priory 83293 

Samples sent on request 





PRESTOBAND 


THE ANTISEPTIC SELF-ADHESIVE BANDAGE i ale ee 
less, neat and tidy and no mess- 


«K sticks to Uscht , but NOT to the skin! ing about. That’s Prestoband! 


























PREVENT INFECTION .. REDUCE 
ABSENTEES .. CUT YOUR OVERHEADS 


by equipping your washrooms with the 


HARCRAFT 


PAPER TOWEL SYSTEM 


More hygienic than roller towels—hand-to-hand infection 
completely eliminated ... More economical than normal 
paper towels . . . Controlled delivery prevents more than 
one at a time being taken. 


And now even better quality paper . . . larger, softer, more 
absorbent. with greater wet strength and drying power— 
still further reducing number of towels used 


Get details of the HARCRAFT installation to meet your needs from 


HARCRAFT LTD - ESSEX ROAD: ACTON: LONDON W 3 (Acorn 3311) 





How We Cut Our 
By 64 per cent 


By SIR CHARLES BARTLETT* 


Chairman, Vauxhall Motors, Ltd. 


In 1946, Vauxhall Motors Ltd. started 


a long-term safety campaign. 


Since 


that date, thanks to a carefully planned 
programme of safety training and 
consultation, accidents have dropped 


steadily. 


And here the man respon- 


sible explains how it is done. 


y THE last six years, we have 
cut our accident rate by 64 per 
cent.—in spite of an 11 per cent. 
increase in hours worked. 

In 1946 we had 375 lost-time 
accidents; last year we had 134. 
The frequency dropped from 2.09 
in 1946 (the lowest we had ever 
reached), to 0.66 in 1952; the 
loaded severity rate from 624 to 
95. Actual hours lost were 48,100 
fewer; 9,700 against 57,800. 

We started in a localized way, 
arising out of our horror at a num- 
ber of very nasty accidents which 
we sustained in a large press shop. 
Bad accidents there were, and 
maimed men tell a long, long 
story, to one’s everlasting 
reproach. “How can we _ stop 
this,” we asked: “it’s worth doing 
anything to try.” 

So we developed press-guarding, 
we worked with others, we 
exchanged ideas, we tried this 
and that. And we found that one 
of the things we have to do is to 
work with our men, our work- 
people, on these things. 

Press-guarding is a good illus- 
tration of this point. Put a 
guard on a press that irritates or 
even frightens the operator, as 
some guards can do, and you'll 
be surprised at how “it won't 
work.” Work together and you'll 
be further surprised at the num- 
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bers of suggestions workpeople 
will make if they think it’s part 
of their job, too. 

After a great deal of concentra- 
ted effort, we began to get some- 
where. By this concentration, 
we stopped our serious gross 
accidents. We have not had a 
single incident of that sort of 
serious accident arising between 
the tools of a press for over ten 
years. And, which is more and 
which has been so contributory, 
our press operators are amongst 
our most safety-conscious opera- 
tors; as a result they have the 
right attitude of mind. 


Getting at Causes 


We then turned our attention to 
other sections of our company 
to accidents as a whole—how did 
they arise?—why did they arise? 
What could we do about them? 
We found the results somewhat 
confusing: but whatever ameliora- 
tive steps we have been able to 
take, we soon found that unless 
there is the right mental attitude, 
some of our ameliorative steps did 
not ameliorate very long. So we 
started safety committees in every 
large shop or department amongst 





% Condensed from an address to the Birmingham 
conference held in connection with the Safety 
and Factory Efficiency Exhibition 


Accidents 


our 13,000 people That helped 
greatly and these committees 
have done very good preventative 
work—very good indeed 

But we came to realize that we 
had to start and do some train- 
ing training, not only in the 
things that could be done, or in 
the things that we would be pre- 
pared to do if someone would only 
show us, but training to give some 
insight into that mental attitude 
which must be developed if the 
other things were to work, and to 
keep on working. 


So we instituted safety training 
courses for our Managers and 
senior supervisors: then for our 
foremen. And now we are work- 
ing on our setters, group leaders, 
and leading hands. The courses 
are of five sessions of two hours 
each, in five successive days. We 
are working now amongst those 
who are actually doing things 
with machines, setting, adjusting, 
correcting. 

We do not think it is possible or 
likely that the training of opera- 
tives can be carried out in the 
same way (although we are doing 
it with men’s. representatives, 
safety committee workmen, and 
so on) But we think this is 
prebably best done by individual 
word-of-mouth instruction on a 
day-to-day with the prac- 
tical illustrations and discussions 
of happenings and near-happen- 
ings of the day. A foreman should 


basis, 





Not a serious accident in this 
press shop for over ten years 


have a list of all his people, and 
should make a point of having five 
minutes or so conversation with 
two or three men each day on 
some safety matter or some par- 
ticular and interesting aspect of 
safety. We think he should keep 
a note of those to whom he spoke 
and a note of the items of con- 
versation It sounds a little 
simple, even a little commonplace 
and its very simplicity may be 
irritating. But if it is done, in a 
quiet follow-up, over the months 
and years there will be a constant 
stream of practical, personal and 
topical instruction flowing to the 
people on the shop floor. 

The foreman’s log of these con- 
versations, which can and should 
be very personal and friendly 
ones, can also be a source of com- 
fort to the foreman himself and 
a check as to what he still can do. 
And by bringing in the subject in 
a conversational way, the foreman 
can also raise the status of his 
personal contacts. 

This does not take the place of 
the normal operating instructions 
given to workpeople by charge- 
hands, setters, group leaders or 
even by the foreman himself: 
but if the foreman gives such 
instructions, here is his golden 
opportunity. 

Safety must, of course, always 
be an integral part of normal job 
instruction and training. But the 
over-riding interest in the sub- 
ject quietly and_ continuously 
expressed by the foreman will 
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help immensely to ensure that the 
right attitude to safety is firmly 
inculeated and  impressed—for 
safety, besides arising from an 
attitude of mind, is largely a 
matter of habit arising from the 
inner attitude. And if a worker 
sees that his immediate boss, 
backed by the management, 
regards safety as an important 
and vital factor in the daily 
routine, he quickly follows suit. 


Above all, the foreman should 
get over to each man the positive 
side and positive value of safety 
the good _ things that safety 
engenders and preserves, the pride 
that we can have in safety, rather 
than the negative or consequential 
reverse side I have not much 
faith in the “awful example” type 
of safety advertising I have 
rarely seen an illustrating poster 
(complete with consequences) but 
what some bright chap could find 
a joke about it which whittled 
down any effectiveness which it 
might have. 


One or two other points I might 
add from excursions and 
adventures up to _ date. Our 
safety committees, we are sure, 
must have as their chairman the 
manager of that particular depart- 
ment. At this point, cannot 
devolve responsibility for safety. 
If safety is not the personal care 
and worry—of the departmental 
manager, it is not the care and 
worry of anybody else The 
manager of any particular depart- 
ment or area of production must 
be able to talk and think 
with his foremen or supervisors: 
he must talk and think about it 
freely and frequently. The little 
tree of safety must be continually 
nurtured, for it withers even 
dies—all too easily 


our 


you 


safety 


Staffing the Committee 


The departmental manager's 
committee should be mainly work- 
people; who, after all, know a good 
deal more of the game than does 
the onlooker, in spite of what the 
proverb says! Men _ appreciate 
these things men appreciate 
being in the forward picture, and 
can be invaluable in preventative 
work if their interest and enthu- 
siasms can be awakened and 
maintained. And note, too, what 
an opportunity is here provided in 
a common interest, to practise 
that “working together” which is 


such an obvious 
industry today 

We feel, that all these 
chairmen should serve on a central 
safety council to which can be 
added to their strength and 
experience a small number of 
people such as the appropriate 
director or directors, the specialist 
men such as the welfare manager, 
the safety engineer and so on. In 
our case it makes for a large com- 
mittee or council—probably some 
25 persons—but a large commit- 
tee is only unwieldy if too many 
of its members are not interested 
in the proceedings And this 
council is where the whole can get 
together and consider and discuss 
the happenings and risks of its 
various operating sections, and 
what should be done about these 
happenings and _ what policy 
should perhaps be laid down 

Keep a straight line of 
munications between your 
level belief in safety and the men 
who are going to try and carry it 
further a broken 
line of communications weakens 
any creed or belief 


requirement in 


too, 


f com- 


top- 


circuitous or 


A Code of Discipline 


Against this kind of background, 
there will be no difficulty in 
working out and applying a 
sufficientiy strict and _ effective 
code of discipline agreed by all 
as I think it may be necessary to 
do—and dealing suitably with 
offenders. And the same code, 
incidentally, will apply to mana- 
gers and supervisors who will be 
called upon to account, not only 
for infringements o! safety 
requirements in their areas, but 
also for lack of knowledge on the 
part of the people they control 

You may say that I have been 
sketching a very elaborate organi- 
zation. But an elaborate organi- 
zation in a large community is but 
for the purpose of achieving a 
multitude of small things. You 
can simplify this to any size of 
organization or company; and if 
you have a small organization 
where you are able to know every 
Tom, Dick and Harry, then all you 
have to do in safety training is to 
do it yourself. But do it—or see 
that someone does it, if your 
organization justifies that step 
Beware of the danger of just 
expressing pious opinions about 
safety be amongst the doers 
and others will do with you. 
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CLOTHING LOCKERS 
Cupboards, Storage Bins, 
Industrial Stee! Shelving. 

Makers of Stee! Storage Equipment for 25 years 


JOSEPH WESTWOOD & CO., LTD., 
Napier Yard, West Ferry Road, Millwall, E.14. 
Phone: EASt 1043 (4 lines) 











* SANOID” 


FIRST 
AID 


For over 50 years we have studied and 
supplied the specialised First Aid require- 
ments of Industry. We believe our efforts 
have been of advantage to those we are 
privileged to serve, as on many occasions 
we have been able to meet the particular 
needs of various industries and conditions. 


May we help you? Our wide experience is 

at your service, and we should be pleased 

to send you our current catalogue and 
price list. 


A PRODUCT OF 

Cuxson GALL 
OLDBURY BIRMINGHAM 
FIRST AID SPECIALISTS 


Established 1878 
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IMPROVED SUPER SOFT 


PAPER TOWELS 


do not disintegrate 
For OFFICE, FACTORY and CANTEEN 


These BETTER quality towels REALLYEDRY and are 
CHEAPEST IN THE LONG RUN because, released 
PULL from the cabinet, there is 


Cut your towel losses 

Cut your laundry bills 

Cut time waste 

Offer a fresh, cream shade towel for 
every occasion 

Remove infection dangers of the old 
communal towel 

Are stronger wet than dry and do 
not disintegrate 

Conform to 1937 Factory Act 


CUT COSTS BE MODERN 


instal! 


KWICK-DRY de luxe 
AUTOMATIC CONTROL 


CABINETS 


KWICK-DRY TOWELS are also 
supplied flat-interfolded in packets 


Full details on application to Towel Dept 


Freeder Brothers Paper Mills 
BRIMSDOWN, ENFIELD, MIDDLESEX. 


Tel : HOWerd 1847 (5 lines). Grams : Sylkocrepe Enfield 














OUT-OF-DATE 
BEFORE A MEAL 
IS SERVED? 


Here’s A MODERN CANTEEN project that’s not so modern—as planned at present. Yet one change 


could put it years ahead, and make it considerably more economical in upkeep. 
by specifying ‘Form1ca’ Laminated Plastic. The first cost of this tough, 


You save—how you save 


hygienic surface may be higher 
again. You save money eve 


ry year on cleaners’ time and 


materials alone. And year after year you have the glow 


ing, enduring beauty of this ‘ clean-at-a-wipe’ surface. 
‘FORMICA’ Laminated Plastic puts you years ahead ! 


FIAST COST IS LAST COST—No re- 
newals, negligible maintenance. The 
saving in cleaners’ time and materials 
alone 1s impressive 

HYGIENIC—A wipe with a damp cloth 
keeps it gleaming. Its hard, non-porous 
surtace cannot hold dirt or germs 
TOUGH AS STEEL and hard as glass, 
but ‘warm’ to the touch. Won't chip, 
won't crack, won't craze 


I \AmreaTeo [cx 


hor suli mformation about * FORMICA’ 
Co. Limrrep Plastics Division, Lmperiat 


RESISTS HEAT—Unaffected by tcm 
peratures up to 130°C. (266°F 

GOOD TO LOOK AT ALWAYS 
— Impervious to normal acids and 
alkalis, alcohol, oils, drinks and foods 
| of all kinds. Wide range of cheerful, 
——r- colours and = textures 
Joes not encourage condensation 


*“FORMICA’ ts a registered trade mar 


and Tuomas De La Rus & Co. Lrp 
| ts the registered user 


puts you years ahead 


gioese write « THomas De La Rue & 
iouss. 84-86 REGENT St... LONDON W.1 


but the first cost is the last cost. You save your outlay over and over 


Wherever there's food there should be 
‘Formica.’ Jt is ideal for tables, coun- 
ters, tray-slides, wall-panels—for every 
surface in canteen or restaurant 





FACTORY CONSTRUCTION TODAY (6) 


The Canteen 


Can be the 


Hub of Factory Life 


By EDWARD D. MILLS, F.R./.B.A., FRSA. 


The canteen plays an increasingly important part 


in factory life. 
workers. 


It must provide meals for the 
But it can also become the centre of 


community life where barriers between em- 
ployer and employee can be lifted and a feeling 
of unity encouraged. 


VINHE factory canteen, once con- 
sidered a luxury, is now 
regarded as an essential part of 
any industrial project. It may be 
a large building with many dining 
rooms and recreational facilities, 
serving thousands of meals each 
day and acting as a community 
centre—or it may be a single mess 
room where employees eat the food 
which they bring to the factory 
The site chosen for a canteen 
should be considered in relation to 
the rest of the factory. It should 
preferably be placed away from 
the atmosphere of the manufac- 
turing buildings, where it is pos- 
sible to provide gardens and trees 
as an attractive setting. The 
position, however, should be cen- 
tral, so that access from al! parts 
of the works is as direct as pos- 
sible, with for road 
vehicles for delivery of 
supplies 
When the buildings are designed 
for use after working hours, it 
should be possible to reach the 
canteen without passing through 
the factory. Parking space for cars 
and bicycles is essential, and space 
where meals can be eaten out-of- 
doors is usually appreciated In 
some cases. it is possible to provide 
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easy access 
the 


tennis courts and other amenities 
which will help to make a canteen 
a social centre for the general use 
of the employees 

If it is not possible for the can- 
teen to be sited away from the 
manufacturing area, it should still 
be easily accessible with adequate 
access, and special care should be 
taken to exclude the noise, smells 
and atmosphere of the factory 
from the dining area. Rooms can 
be arranged so that they overlook 
a pleasant view and not the factory 
buildings where the employees 
spend a large part of the day. This 
can often be done by planning the 
canteen on the flat roof ef another 
building; in such a situation, a roof 
garden can be made and a pleasant 
area developed 


Firms Can Co-operate 


Where a number of small indus- 
trial units are situated in the same 
area on a factory estate, a common 
canteen is a reasonable proposi- 
tion. The sharing of the capital 
expenditure and administraticn 
costs by a number of small indus- 
trialists will not only be of econo- 
mic benefit, but will allow 
better facilities to be provided 


also 





Interior of staff canteen for 
Sigmund Pumps, Ltd., Gateshead. 
Architects: Yorke. Rosenberg & Mardall 


than if each firm built its 
small unit 

The accommodation required in 
any industrial canteen will depend 
upon a number of factors, inciud- 
ing the population of the factory, 
the number of workers who live 
sufficiently far away to ensure that 
they will use the facitities, and the 
amount of money available for the 
project If the factory is near 
good commercial restaurants and 
the employees’ homes, many 
workers may prefer to use these 
facilities 

Whatever type or size of build- 
ing is planned, the accommodation 
can be scheduled as follows 
1—Dining rooms more 

according to the catering policy 

adopted) 

Service space (cafeteria, service 

hatch and barrier, or waitress 

service) 

Kitchen 

bays 


own 


(one or 


(with preparation 
tea and coffee preparation 
area and cooking equipment) 

Wash-up room (with storage 
for crockery and cutlery and 
trolley parking space) 

Storage (stores for food, vege 
tables, equipment and space for 
refuse and empties) 

Office (accommodation for 
canteen manager, supervisors 
clerks, etc., according to size of 
staff) 
Staffrooms 
rooms and 
both sexes) 
Cloakrooms (lavatories 
rooms for diners if 
away from factory) 

Recreation facilities (games 
rooms, stage, dressing rooms 
etc., if the building is to be used 
for social functions) 

The heart of any catering estab- 

lishment is the kitchen; the effici- 


cloak- 
room for 


(lavatories, 
common 


cloak- 


canteen is 
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Interior of a canteen in a wartime Ministry of Supply industrial workers’ hostel, 


showing self-service hatches on the left. 
Photographs by permission of Architectural Press 


ency of the service and the quality 
the food depend 
planning and operation 

The kitchen must be conveni- 
ently placed for rapid service and 
it is essential that it should be of 
sufficient size It is normally 
estimated that from 3 to 5 sq. ft 
of kitchen space (including stores 
and washn-up but excluding servery 
and staff accommodation) is re- 
quired for each diner. In a well- 
planned kitchen traffic is 
eliminated as far as possible 
ducing a 


ot upon its 


cross 
pro- 
straightforward work 
flow and reducing wasted effort on 
the part of the staff. 


Preparation Space 


About 


10 per cent. of the total 
Kitchen floor area should be allo- 
cated to preparation space This 
should be equipped with bench 


tops, preferably of hard wood with 
marble or similar material for 
pastry preparation. Cupboards and 
drawers beneath kitchen benches 
are not to be encouraged because 
they tend to accumulate rubbish; 
an alternative is open slatted shel- 
ving, removable for easy cleaning 


Bays for the preparation of 
vegetables meat and fish, pastry, 
and kitchen wash-up should be 


pleaced conveniently in relation to 
the stores, together with space for 
cooking and serving. The work 
flow of any kitchen should always 
be toward the service area 

A variety of fuels is available 
for cooking equipment—steam, 
gas, electricity or solid fuel, ac- 
cording to the locality of the build- 
ing. A final decision in this matter 
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Consulting Architect: Sir William Holford 
Ltd 


can only be reached after discus- 


sion between architect, manage- 
ment and canteen manager. It 
hould, however, be remembered 


that cooking equipment requires a 


considerable amount of space for 
efficient operation, and cleaning 


and maintenance 
where it 


become difficult 


is crowded 
Floor drainage for 


the kitchen 


is essential A recessed _ floor 
channel with a removable metal 
grating must be arranged around 


all cooking equipment, with a low- 


level water point for floor cleaning 


Floors should be tiled and laid to 
falls. Walls also should be of an 
impervious, easily washed 


material! 
In most kitchens 


cr woking 


the surplus 
heat from must be re- 
moved by an electrically-operated 
extract system installed over the 
cooking apparatus Under no 
circumstances should this ventila- 
tion system be connected with any 
other ventilation plant because of 
the danger of dispersing cooking 
mells over the whole building. 
The heat produced by the cooking 
apparatus usually dispenses with 
the need for a heating system 


Good Lighting 


Good artificial and natural light- 
ing essential A south aspect 
should be avoided, but windows at 
low level looking on to a pleasant 


is 


view will be appreciated by the 
kitchen staff. Lighting fittings 
should be totally enclosed and 


easily cleaned. 


Adequate storage space is essen- 
tial and must be planned in close 








surfaces is 





relation to the kitchen, with easy 
access for delivery from outside. 
Wherever possible, a_ receiving 
bay should be provided where in- 
coming goods can be checked by 
the storekeeper; this 


bay should 

allow for a platform scale and 

space for recording goods de 
liveries. 

Stores should face north. Separ- 

ate stores are required for bulk 

goods, dry goods vegetables 


perishable food, equipment, refuse 
and empties. Provision of storags 
space for refuse, bottle crates, and 
containers (often overlooked 
should in the form of a roofed 
annexe with screen provid- 
ing ample ventilation 

A small will need onl; 
a large refrigerator to provide cold 
storage, but a larger building may 
need proper cold storage rooms for 


be 


walls 


canteen 


a variety of supplies. In all 
storage areas, wire mesh or slat 
shelves are preferable to solid 
shelves, and in all cases construc- 
tion which will not harbour 
vermin should be used. Stores 


should be ventilated, dry and kept 
at an even temperature. 


Treating Dining Space 


The important area is the 
dining space, the size of which will 
depend upon the type of layout 
used and the type furniture 
The institutional of 
long tables and although 
economical in not to be 
recommended tables seat- 
ing 


next 


ot 
arrangement 
forms, 
space, 
Small 
persons 


iS 


four or rectangular 
tables for six or eight are prefer- 
able. With normal seating arrange- 
ments and tables for not more 
than eight diners, an area of 


16 sq. ft. of dining space per person 


is usually considered adequate 
This includes the appropriate 
circulation. 

It is essential that the dining 


area should have a pleasant and 


sunny aspect with good natural 
daylighting and ventilation. Its 
temperature should be 60 to 65 


degrees F Extract ventilation is 
often considered an advantage if 
there is more than one sitting, as 
this can be used during break 
intervals to clear the stale air 

The materials of the dining room 


in a factory canteen must be 
capable of withstanding hard 
wear, and the use of coloured 


brickwork as a contrast to painted 
worth consideration. 
For hard wear, oil paint is prefer- 
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** They’ve tried a few tops on these tables, one time or another!” 

** I reckon this plastic stuff beats the lot though.” 

* What's it called, Jim ?” 

* Well, as a rule I’m only interested in the food but I couldn’t help asking what this is, seems it’s 
called “ DECORPLAST’.” 


** There’s quite a lot of this plastic sheeting about — you see it everywhere nowadays 
suppose it’s all the same ?” 


“ That’s just where you’re wrong, Bill, the manager was saying that this is by far the best in all 
respects.” 

““Who makes it ?” 

“ Holoplast Limited, and I reckon they know as much about this kind of thing as we do about 
metal !*’ 

*You’re right there — I’ve seen the Holoplast walls in the new ‘ admin’ block.” 

“ Well I think it’s lovely, in fact when I get married I’m going to have it in my kitchen!” 

**' Trust you Mary, you always want the best — don’t you ?” 


LLG GOULRLLULANS ZL” 


THE ARISTOCRAT OF PLASTIC SURFACES 


Manufactured by 


HOLOPLAST LIMITED - SALES OFFICE: 116 VICTORIA ST., LONDON, S.W.1 
Telephone : ViCtoria 9354/7 & 9981. Head Office and Works: New Hythe, Near Maidstone, Kent. 
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able to distemper for walls, and 
a dado of polished hardwood or 
coloured tiles can reduce damage 
by chairs. In any case, a chair 
rail should be fixed at a suitable 
height for this purpose. Colours 
used in decoration should be bright 
and fresh, but jazzy _ colour 
schemes should be avoided 
Brightly patterned curtains can 
create a “non-industrial” feeling 
and pictures will help to introduce 
an interesting decorative note and 
stimulate an interest in good 
painting (School Prints Ltd., and 
similar organizations have special 
loan systems for this purpose). 

The floor of the canteen may be 
called upon to serve a variety of 
purposes and should, therefore, be 
hard wearing and of good appear- 
ance. The best material is a hard- 
wood from the wide range of 
licence-free imported timber now 
available. 

Strong but attractive furniture 
is essential. Tubular metal chairs 
and tables have many advantages 
They are usually well designed, 
will withstand hard use and can 
be stacked easily when not re- 
quired. Coloured lino or sheet 
plastic should be used for table 


tops, and backs and seats of chairs 
can be of plywood or plastic. 

The number of dining rooms 
provided will depend upon the 
catering policy of the firm. This 
applies also to the type of meals 
provided. In some cases, only full 
meals are available; in others, 
light snacks can also be purchased 
One large dining room may cater 
for all employees, perhaps with 
two sittings—at 12 o'clock for 
works operatives and 1 o'clock for 
office staff. Alternatively, a num- 
ber of dining rooms can _ be 
arranged for the various levels of 
employees with meals at different 
prices And there may be a 
separate room for visitors. 


Three Types of Service 


The service space required will 
vary with the catering policy 
adopted and the number of meals 
to be served. The three major 
service methods are as follows: 


Cafeteria service. This origin- 

ated in America and is now 
widely used in this country. It 
consists of a long counter set out 
in sections, the customer collect- 


ing tray, food, crockery, etc., and 
paying at the end of the counter. 

For rapid service, it is essential 
that the counter should be well- 
stocked and of adequate length for 
the number it serves. It should be 
constructed of a series of mefal- 
topped hot cupboards, counters 
with bain-maries and_ shelving 
units with a total length of ap- 
proximately 12 in. of counter for 
every 12 diners 

To avoid congestion, the counter 
should be separated from the 
dining area by a barrier rail and 
have a space of about 30 in. be- 
tween this and the tray rail on the 
front of the counter. Tea and 
coffee should be supplied separ- 
ately so that obtaining them does 
not interfere with the cafeteria 
circulation 


Hatch service. This consists of 

hatches where a_ pre-plated 
meal is handed to each person, the 
different hatches being reserved 
for the different courses and 
marked accordingly. Payment is 
made by exchange of a ticket pre- 
viously purchased, for under no 
circumstances should coins’ be 
handled by serving staff 





Smith used these... 


Smith is away today 





and other Smiths too, maybe ; and production will suffer accordingly. 


Germ-infections can spread widely, rapidly, through unsatisfactory 


washing-up in the canteen kitchen. 


Even if kitchen staff do their job 


conscientiously, there can be no assurance that crockery, glass, cutlery are safe 


unless a scientific sanitizing routine is employed. 


Is this a big job ? No, the Deosan Clean Food Service Routine, based 
on years of anti-bacterial research and experiment, is easily applied in large 


kitchens or small. 
pleasant. 


It adds almost nothing to running cost. 


hygiene beyond reproach. 
May we send details of the Deosan Routine—or a representative—to 
your canieen manager ? 


Deosan Ltd: Catering Hygiene Division 
345 Gray’s Inn Road, London, W.C.1. 
(One of the Milton Group of Companies) 


Kitchen workers like it; it makes their task quicker, more 


And it puts canteen 
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Meals served in 
usually standard at fixed prices, 
with a limited choice. Cutlery and 
trays are collected at the entrance 
to the barrier queue. Food is kept 
in hot cupboards near the service 
hatches with tea, etc., served from 
a separate position. 

Hatch service is probably the 
most economicai in labour cost, 
and the most speedy of the three 
major service methods. Essential 
requirements are an adequate 
number of service points and suffi- 
cient staff and prepared food to 
avoid delay. When hatches are 
placed in the wall dividing the 
kitchen from the dining room, they 
may closed by shutters when 
the dining room is used fo other 
purposes. It is desirable that a 
screen should be erected behind 
the serving space so that it gives 
no direct view of the kitchen 


this way are 


be 


Waitress service. This not 

common in industrial canteens 
owing to the cost and shortage of 
suitable staff. It is, however, often 
employed for serving to senior 
executives, who pay higher prices 
for the extra service. One waitress 
can reasonably serve 16-17 diners 


1S 


To facilitate service, the layout of 
tables and chairs should be such 
that access to the service point is 
as direct and unobstructed 
possible 

As it seldom possible to 
arrange for the return of dirty 
crockery by the diners, there must 
provision for collection. The 
most satisfactory method is by 
means of metal trolleys with 
rubber-tyred wheels and enam- 
elled or stainless steel tray: 
Special staff required to clear 
the tables soon as meals are 
finished (the sight of stacks of 
dirty crockery on dining tables is 
a depressing one, which will not 
tolerated by an efficient can- 
manager) 


as 


is 


be 


is 


as 


be 
teen 


Washing Arrangements 


The wash-up room should be 
separate from both kitchen and 
servery and should deal with the 
washing of china, glass and cutlery 
from the dining rooms only, the 
washing-up of kitchen utensils 
being carried out in the kitchen 
scullery. A properly planned wash- 
up room should have good access 
from all dining areas with double 


swing, spring-hinged doors, fitted 
with bumper plates, so that the 
crockery trolley can push them 
open. A more expensive alterna- 
tive an automatic mechanism 
operated either by electricial con- 
tact or by selenium cell 

The area allocated for washing- 
up must be large enough to allow 
easy circulation, with ample park- 
ing space for trolleys awaiting 
unloading. A reliable pattern of 
automatic dish-washing machine 
is desirable if a large amount of 
crockery has to be washed in a 
short time. It is, however, essen- 
tial that adequate hot water should 
available for the machine at the 
temperature recommended by the 
manufacturers; the normal domes- 
tic supply is not hot enough (many 
dish-washing machines have been 
unfairly condemned because they 
have failed to produce clean work 
with normal “hot water”) The 
average dish-washing machine is 
not capable of dealing with glass- 
ware and cutlery, and this is 
usually washed by hand in a 
double sink 

Racks for the storage of clean 
and dirty crockery are preferably 
of tubular metal, galvanized to 


is 


be 
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prevent rust; this is easier to clean 
and maintain than solid timber. 
The walls and floors of a wash-up 
room should be tiled and floor 
drainage with adequate falls is 
essential. In view of the amount 
of steam likely to occur in such 
artificial ventilation § is 
desirable and the treatment of the 
ceiling with an anti-condensation 
finish will eliminate the nuisance 
of dripping condensate 


rooms, 


Office Accommodation 


The canteen will require a 
certain amount of office accom- 
modation where the manager can 
interview staff, travellers, etc. This 
should be equipped with a 
phone, the usual office furniture 
and a reliable safe. It should be 
in the neighbourhood of 200 to 
250 sq. ft. in area and situated in 


tele- 


independence enjoyed by the can 
organization. If canteen 
accounts and office work are 
handled by the company’s general 
accounts department, this will save 
space in the canteen itself 

The Factories Act of 1937 re- 
quires that proper lavatory accom- 
modation shall be provided for 
canteen kitchen staff, together 
with a properly ventilated cloak- 
room with lockers, sitting space 
and first-aid equipment. This ac- 
commodation must be independent 
of any arrangements made for the 
normal users of the canteen. Often, 
a staff rest room or meals room is 
regarded as an essential. 

If the canteen is placed away 
from the rest of the factory, 
lavatory accommodation will be 
necessary for the diners, but its 
extent will be determined largely 
by the amount of use to which the 


teen 


are to be given 
frequently, a proper stage with 
dressing room accommodation is 
desirable, and a stage play, music 
and dancing licence must be ob- 
tained from the County Authority. 
The Authority will require certain 
conditions to be met, including 
provision of secondary lighting 
systems, means of escape from 
stage and dressing rooms, ade- 
quate exits from the building and 
approved fire-fighting appliances. 


certs and plays 


[t is desirable that decisions 
be reached on this question of a 
licence before any canteen scheme 
is finalized on paper, as it is often 
difficult and expensive to meet the 
authorities’ requirements once the 
building is completed 

The canteen, in fact, is no ex- 
ception to the general rule that 
specialist advice yields its fullest 


value if it is taken at the outset 
The correct solution to the many 
problems that arise will be more 


building is put, apart from the 
service of meals. Such accommo- 
dation should be planned adjacent 
to the entrance. easily found if the architect and 

Many factory canteen are used his client collaborate from the 
for a wide variety of “after-work” earliest stages in the work of de- 
activities—dances, indoor games, signing an efficient building which 
concerts, plays, film shows and ex- can also be a good example of 
hibitions among them If modern architecture 


pall ior ALL 


TRADES & PURPOSES 


BOILER SUITS 
4 BIB & BRACE 
OVERALLS 


a central position with an observa- 
tion window overlooking the 
kitchen. It must, however, be 
screened so that noise and smells 
from the kitchen do not enter 
Adjoining this office and com- 
municating with it, a general 
office should be planned, varying 


in size according to the degree of con- 








Trouble Brewing ? 
Cure it with 
FARQUHARSON’S 
MULTIPOTS 











with stainless 
steel inner 


linings. 


Mounted on 
TROLLIES 
of designs 
varied to 
differ- 
ent needs. 


APRONS, etc., 
for MEN and 
WOMEN, 
COATS, 
JACKETS. 


meet 


RIGMEL SHRUNK 


Write for PRICES and PATTERNS 


H. WHEELER & COMPANY LTD. 
107 London Road, Plaistow, London, E.13 
Phone : GRAngewood 4701 (5 lines) 


JAMES FARQUHARSON 


& SONS LTD. 
PARK PARADE, HARLESDEN, LONDON, N.W.10 
Telephone: ELGar 4080 
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@ New for Your Office 
industrial Equipment 


@ Canteen Equipment 





NEW for your OFFICE 


This month BUSINESS features some of the many new items 
of equipment for the office shown for the first time at the 
recent Business Efficiency Exhibition at Olympia. 


Improved Embossing 


\ ANY drastic changes have 
4 been made in the appearance 
and operation of the Adrema 
electric embossing machine. Pre- 
viously the embossing drum was 
open to view; it has now been 
enclosed in a smooth moulded 
case. The dial of the machine is 
now illuminated from within 
which makes operation easier and 
improves the appearance Other 
improvements have enabled the 
machine’s general layout and 
design to be cleaned up and the 











Improved in looks and efficiency 


finish has been changed from 
black to grey ename An 
important feature of the embosser 
is that the metal plates are 
embossed from left to right in 
positive form so that the operator 
can read what she embosses a 
she goes along 

Enquiry Ref. No. A.B/1 


Ambidextrous Adder 


yt mee new Addo models 
» shown for the first time 
sterling and 


included 
decimal! 
of the 
touch 


the Addo-X 
12-key machines. Features 
Addo-X are the feather 
Summetric keyboard, indi- 
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vidual function keys, 
rubber suspension and 
credit balance. The keyboard is 
claimed to give increased speed 
and accuracy and allows the right 


cushioned 
automatk 


The new Addo book-keeping 


machine 


or ielt 
facility 
makes 


hand to be used with equal 

The very light touch 
work smoother and easier 
Both hand and electric models are 
available 

Another new mode was the 
Addo electrically operated book- 
keeping machine Although 
simple, it will cope with all normal! 
book-keeping requirements and is 
especially suitable for the smaller 
firm. The machine equipped 
with an unusual tabulating bar 
with four position It is very 
silent in operation and extremely 
flexible Another machine in the 
same series has a shuttle carriage 
and is particularly designed for 
the printing of two amounts side 
by side 

Enquiry Ref. No. AB 

New Typewriter 


NTRODUCED at the 

the Byron 54, a 
ypewriter whose special feature 

include feather-light touch, clarity 
of impression and speed of opera- 
tion. It has a 90-character key- 
board with patented finger-fit 
plastic keys and there is an instan 
taneous line-space setting mechan 
ism. The light alloy carriage i 
interchangeable (three sizes are 


exhibition 
was standard 


ivailable) and both 
hard grades of 
obtained 


and 
can be 
cove! 


medium 
platen 
The ribbon 
excludes dust while retaining 
perfect visibility of the writing 
line A patented spring key- 
ever mechanism gives improved 
acceleration and a velvet touch 
Other points about the Byron 54 
anew quiet carriage return, e 
et margin stop, improved paper 
bar, new paper feed, tabulator 
eared and set from the keyboard 
and silent hift 


Enquiry Ref. No 
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Planning by Numbers 


MAJOR deve 
co Plan o-Matic 
progre chart wa hown for the 
first time at Olympia Numeral 
registers have now been produced 
which certain applications 

| egmentally coloured 
with the 
I are pro 
units each of which con 
cs numbered from 0 to 
9 2 registers and discs are of 
plastic and the units clip on a 
frame 
Main application of 
development lies in the presenta 
tion in a visual! form of masses ol 
figures that are constantly 
ing and must be kept inder 
revie An example of this is on 
arge ale contract work 


opment of the 


pianning anda 


used 


the new 


chang 


where 





Progress at a glance 


the supply of 

ponents and the budgetar 

tre of the proce « depend on 

the ability of the man in charg 

to see and compare his figures and 
Space are pi vided for 


materia and 
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headings and index strips and the 
actual numerical discs can be 
supplied in five colours which can 
be arranged in any combination 
required by customers. Thus 
totals, sub-totals, etc. can be indi- 
cated by separate colours and the 
16 discs in a register can be sub- 
divided into colour sections. 
Another new development is the 
vertical panel in which lines of 
coloured discs are arranged to lie 
vertically. A typical application 
is the maintenance of personne! 
records. 
Enquiry Ref. No. A.8/4 


Functional Desks 


._— the range of steel 
ve furniture exhibited was a 
completely new range of desks 
and tables known as Milcraft. 
These units have been carefully 
designed to eliminate square 
edges and sharp corners. Desks 
are of a completely functional 
nature. Among the outstanding 
features are plastic top, full- 
width foolscap pedestals, inter- 
changeable drawers offering a 
wide selection of drawer arrange- 
ments, back panel of the desk 














The Milcraft desk 


recessed for use by a secretary or 
visitor and—an optional facility 
a wastepaper receptacle fitted in 
the knee-hole recess. 

Enquiry Ref. No. A.8/5. 


For Easy Pulling 


YIMPLE in design and construc- 
bh tion, the Unipull device 
nevertheless solves efficiently the 
tricky problem of extracting indi- 
vidual punched cards from files. 
It consists of a plate with an 
index tab in one of three positions 
along the top edge. Across the 
face of the Unipull is a diagonal 


trough in which an elastic band is 
fitted. The trough is so arranged 
that the band makes contact with 
the card either directly in front 


Removes punched cards quickly 


or directly behind itself. The 
friction between the band and the 
cards enables them to be with- 
drawn singly as required. Self- 
adhesive labels can be supplied for 
fixing to the index tabs. The 
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devices are supplied in either Synchronized Self-Inking operates the machine on how long 
horizontal or vertical form and : IN fe: a ; a run. Another interesting point 
can be used instead of or in con- \ All feature about the new is the feed assembly which is of a 
junction with standard cards. a Gestetner 260 duplicator is a completely new design. The feed 
They can be provided for use with synchronized self-inking mechan- poard is diecast and rigidly built 
any type or size of punched card ally —_ a a and the rubber clad paperweight, 
. ' ally and infallibly delivers the ane suides and side adjust- 
r r oe F ; , paper guides and s 
Enquiry Ref. No. A.8/6. precise amount of ink needed as ments all ensure better registra- 
= : tion and better quality copies 
Mahogany Magnificence The 260 has a maximum printing 
gan) area of 13in. by 84in. and takes a 
ESIGNED to appeal to the maximum paper size of 144in. by 
| higher executive is the Can- 8jin. Other interesting design 
terbury suite which will be shown soatures — the oes 
for the first time in figured feed, the automatic counter, the 
mahogany. The suite includes silent built-in electric motor and 
book-case, writing or side table. the extra wide speed range _ to 
ase, s é . ) . ies > » Ss 
three-piece desk, wardrobe and 140 Re per ine. A es 
chairs finished in an attractive grey 
- colour scheme and the machine 
was styled by Raymond Loewy 
the world-famous industrial de- 
designer 
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Stored in Safety 


| ATEST addition to the Safeti- 
4 file series of fire and shock 
proof storage equipment is the 
Easier to operate Model 60. This four-drawer filing 

cabinet is certified to safeguard its 

each sheet passes through the contents for not less than an hour 

machine This means easier at temperatures up to 1,700 deg. F. 

operating and consistently good The insulation is of monolithic 

Luxury for the top executive reproduction no matter who construction which enables it to 








can figure 


in your calculations 


THE ULTRAMATIC FRIDEN CALCULATOR 


, is really essential work cha goo F ate 

POINTS WORTH NOTING — 8 for work in whicha i many intricats 
calculations have to be made quickly, easily and with 

Individual lucts natic Decimal Point in 
Quotient smul 1 lucts * Automatic 
Division Align istant Multipliers to write or telephone straight away for full details and free 


absolute accuracy. Supplies are still limited, so it is advisable 


Automatic Diviso demonstration. 


BULMERS (Calculators) LIMITED -7 & 8 Poultry, London, E.C.2- Telephone: CENtral 3611 


ect 
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Fire, fume and shockproof 


withstand 
as heat 


severe impacts as well 


Enquiry Ref. No. A.B/9 


Luxury for the Typist 


MONG the selection of chair 
L shown was the new K400 
model for the typist It has a 
large well-shaped seat and back, 
and is comfortably padded with 


felt and rubberized hair and 
attractively upholstered in leather- 
cloth or Bedford cord Either of 
materials is available in a 
selection of colours. The all-metal 
frame is finished in metallic grey, 
ream or brown ename! It is 


these 


Comfort in action 


equipped with standard 
adjustments 


Enquiry Ref. No 


For Drawing Offices 


{HOWN for the first time in thi 
b country, the Paragon Revolute 
Rocket is a combined photoprint- 
ing machine and processing unit 
It is entirely automatic in opera 
tion and will produce prints of any 
length, fully processed, at speed 
o! up to 3vtt per minute The 
equipment Admel ammonia 
gas developed materials 


Enquiry Ref. No. A.B 


uses 


Messages by Wire 


LSO shown for the first time 
4 in this country was the 
Olivetti teleprinter used for trans- 
mitting typewritten messages over 
any distance by means of electri- 
impulses. The message is repro- 
duced automatically at the other 
end of the line in precisely the 
same form as it is transmitted. 
These machines, like the others in 
the Olivetti range, are attractively 
styled and have a smooth light 
coloured finish 
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( crommnoom 
FITTINGS 
AND 
WIREWORKE 
LOCKERS 


Harvey Cloakroom 


ae have been 
soquicens 


modern cloakrooms. 
The double-sided 
island stack illus- 
trated aboveis approx. 
5’ 6” high and is con- 
structed of tubular 
framework enclosin 

a wirework panel. 





GA. Hurvey & Cu. (London) Ltd. 


The wooden seat is supported by an angle frame and tee bar iegs, incorporating boot and shoe 
compartments approximately 12° wide x 9” high x 12° from front to back. Send for List BU 830. 


Harvey Wirework Clothes Lockers are strong and durable, and economise space Available 
in single units or nests of 2, 3, 4, or 5 Lockers. 


vey | Woolwich Road, Lundun,$.£.7 


~ 
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INDUSTRIAL 


EQUIPMENT 


c ote Tr ) r2 lb d = 
MECHANICAL HANDLING ity of either 100lb. or 200lb. Lift 


ing speeds for the two models are 


100ft./min 


Handy Hauadler 


(axial to pulley), 14jin.; 
height 


TEXHE lightness, compactness and Yin 
relatively low cost of the of hooks 
Matom electric lifting block mak« 13in 
it particularly interesting to the 
smaller concern, although it could 
obviously be the 
auxiliary handling 
the large factory and 40lb. 
The standard block, giving a The 
10ft. lift, is supplied with a capa- 


answer to 


trolley 
problems in 


A.C. supply; 


tively. Dimensions 


Three types 
available—fixed, 
Respective weights 
the complete block are 32Ib., 


\-h.p. motor is half-hour 
rated for intermittent duty. Stan- 
dard mode! is designed for normal 
380-420-volt, three-phase, 50-cycle 
models for other 
types of supply, including single- 


phase and D.C., are available 


50ft./min. respec- 
are length 
width, 


(between inner faces 
mode! illustrated), 


of suspension are 


hook and push 
for 
35lb 


Can lift 18,000Ib. to 20ft. 


the truck weigh over 9 ton 
power-assisted steering and con 
ventional driving controls enable 
the operator to work with 


ease 
and accuracy 


, The truck can be converted to 
Enquiry Ref. No. F.8/1 


Giant Fork Lift 


\ 7ITH a maximum capacity of abie are 

18,000lb. and a lift of 20ft 
the Freightlifter 
brings mobility 





operation to 


The Matom lifting block “on-site” 


dustrial loads the railhead and 


categories 


a mobile crane in five minutes Dy 
substituting for the standard forks 
a crane jib supplied by the 
makers. Alternative fittings avail 
a shovel, a ram and a 
rotating head 

The mast, robustly 
channel, telescope 
roller bearings Hoisting is by a 
large-diameter hydraulic ram 


fork lift truck 
and one-man 
handling of in- 


built of stee 
on heavy-duty 


Although 





A NEW 
VISIBLE RECORD 


for Commercial Vehicles 





Controls Repairs, Maintenance, Fuels, 
Mileages, Overhauls and Replacements 





FREE DETAILS ON REQUEST 


A new visible record has been designed in conjunction 
with commercial vehicle owners. 


Its purpose is to control the whole history o 


‘ 
and give salient information immediately 


f each vehicle 
, on sight. 
The record embodies all 


make, h.p., 


such information as year of 
engine number, cylinders, m.p.g., bore, chassis 


number, unladen weight, body capacity, ground cleerance, 
tax, purchase, costs, etc Then there are columns covering 
3 years’ necessities by way of oil and petrol, their values, 


plus details of work on bearings, clutch, differential, brakes, 
radiator, steering, electrical equipment, body chassis, etc 


The visible edge carries coloured signals indicating (a) 
when a general overhaul is due and (4) where any part of the 
engine, body or chassis needs attention 


Whether you have just a few vehicles or large fleets such 
records are available to provide you with visual indication 
of the condition of your vehicles, their mileage, efficiency, 
etc. Such records are the fastest method of referring to and 
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96 Shannon Corer 


Another ram, mounted horizon 


Wnt 
AVM 


Mh} 


mtn 


MULE LOND Lin tge 


It 
uuu 


At 


entering details of your transport acti 
ingenious new method enables you to m 
in conjunction with others so as to save 
per cent. of clerical labour 
Just jot “ Vehicle Records’ 
full details will be 


vities Indeed, an 
aintain such records 
as much as 66.2/3 


’ on your letter-heading and 
sent you by return 


FIRST IN FILING 


The Shannon Ltd. 
- New Malden 


Surrey 
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telly, tilts the mast (limits o these, they are not subject to pur- signed for wall fitting only; brac- 
movement are 3 deg. forward of chase tax, provided that the cus- kets are supplied with each 
the horizontal and 10 deg. back). tomer’s order is endorsed accord- radiator. 
Optional hydraulic equipment will _ ingly. Standard surface temperature 
also give the forks a lateral move- Panel and column types are_ is 190° F., but radiators with load- 
ment of 5 deg. on either side of available. Loadings range from _ jngs up to 14-kW. are also avail- 
centre and a radial movement of 4-kW. to 2-kW. for the panel, giv- able with surface temperature of 
5 deg. in either direction. ing heating capacities of approxi- about 160°. 

The 70-b.h.p. power unit may be mately 500 to 2,000 cu. ft.; column Enquiry Ref. No. F.8/3 
either petrol or Diesel. Standard types are supplied for 1-kW. and 


masts give a lift of either 12ft., | ELECTRICAL EQUIPMENT | 
15ft. or 20ft.; others can be sup- . ELECTRICAL EQUIPMENT 
plied to special requirements. The — — 0 Py 
speed of lift is 35ft. per minute. Emergency Lighting 
ao eg» — = —— Oe ee DOSITIVE operation under sub- 


1 normal mains supply con- 
Enquiry Ref. No. F.8/2. ditions and rapid recharging are 
A a eee . , features of a new range of auto- 
matic emergency lighting sets 
suitable for the small to medium- 
Warm and Safe sized factory. 
Known as the Nife-Neverfayle 
VINO the established range of J supplied either for “maintained” 
Dimplex oil-filled electric ~ an systems (in which part of the nor- 
radiators has been added a flame- mal lighting circuit is automati- 
proof safety model for industrial cally switched to the emergency 
use. batteries when mains _ supply 
The new radiators, officially ap- fails), or for “non-maintained” 
proved (under Buxton certificate) Tax free for gaseous atmospheres systems (in which a separate cir- 
for use in gaseous atmospheres cuit comes into operation from 
Groups 2 and 3, are suitable for 2-kW. only (heating capacities, the batteries under emergency 
booths, paint stores, garages, 1,500 and 2,000 cu. ft.). Voltages conditions). 
petrol stations and similar places. are 110, 200/220 and 230/250, A.C. The sets are housed in self-con- 
When required for use under or DC. In compliance with tained steel cubicles, the lower 
hazardous conditions such as _ official regulations, all are de- compartments of which contain 

















Executive 


New Desk |, = 7 =U: chests, 


Chair 


(without arms) 








We have a wonderful variety in wood and metal. Call and see us 
if you can: or phone or write let ting us know your requirements 


“JOHN PERRING contracts pept. 


Richmond Road, KINGSTON-on-THAMES. Phones: KINgston 1718 





Executive Chair 
£14-19-6 
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These battery 
Sets will ensure 
good lighting 
under abnormal 
conditions 








Ss 4 


the batteries, and the upper the 
control gear and_ instruments 
The smaller types are either bench 
or wall-mounted; the larger stand 
on the floor 

The steel alkaline batteries em- 
ployed are mechanically strong 
and completely inert on open cir- 
cuit at normal temperatures. No 
fumes are generated and no 
specially skilled attention is 
required. 

The control gear incorporates a 
new design of contactor evolved 
to operate’ satisfactorily even 
when mains voltage is sub-normal 
After emergency operation, a com- 


pletely discharged battery can be 
recharged in about 14 hours. The 
master control switch may be set 
so that the emergency supply will 
come into operation if there is a 
mains interruption during charg- 
ing. 
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MACHINERY 


Pocket Power 


TINHE BS.A. range of small 
multipurpose power units 
has been extended to include en- 
gines of 120 to 420 c.c. All are of 
the single-cylinder four-stroke 
type, which the firm has been pro- 
ducing for the past five years 
Completely new design is the 
Model C, of 120 c.c. capacity 
Claimed to be one of the lightest 
and most compact _ stationary 
power units for its output, it de- 
velops 2-b.h.p. at 3,000 r.p.m 
Cooling air from a flywheel fan is 
ducted through a neat cowling 
Valve gear is totally enclosed and 
automatically lubricated, with ad- 
justable tappets. There is direct 
lubrication to the big-end bearing 
by gear train. The unit is sup- 
plied in two versions—the C/PL, 
using petrol, and the C/VO, run- 
ning on vapourizing oil. Both can 














One of the new B.S.A. multi- 
purpose power units 


be fitted with in-built reduction 
gear of 2:1, 3:1 or 4:1 ratio 

The Mode! C is the power com- 
ponent of a compact transportable 
generator set, marketed complete 
as the Model CA 12/16 The 
generator, mounted direct to the 
crankcase, gives 500 watts D.C 
nominal at 12-16 volts, with the 
engine governed to 2,200 r.p.m 
The complete unit is mounted on 





THE LIFE LINE OF 
\wess* > 
Siete 


VS 


p ve 8 


LAMSON 


Lamson Technical Representatives will be pleased to examine 
your special problems and advise on their solution. No 


obligation is entailed. 


e. 


Write to Dept. “D 


LAMSON ENGINEERING CO., LTD. 


HYTHE ROAD, WILLESDEN, LONDON, N.W.10. Tel 
KELYWIL, HARLES, LONDON 


‘Grams: 


: LADbroke 2424 


The vitality of your whole 
organisation rests upon the 
efficient functioning of the 
line of communications 
linking its individual parts. 
On the rapid and accurate 
transmission of written in- 
structions, on the smooth 
flow of paper-work and 
materials, on the successful 
integration of all operations 
its progress and prosperity 
depend. Lamson Carrier 
Tubes and Material Hand- 
ling systems provide the 
answer to all such problems 


LARRIER TUBES 
AND CONVEYORS 
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Yes, I can 
hear you 
perfectly ... 


How many of your work people and colleagues 
can say that whenever they are on the phone ’ 





Yet the installation of a BURGESS ACOUSTI- 
BOOTH—which is simple and inexpensive 
ensures perfect audibility in the midst of the 
loudest and most persistent noise. ‘There are 
wall-booths (illustrated) for factories, workshops. 
foundries, etc., and neat desk models for offices. 
Bulletin BP141F tells you all about them—free 
on request. 


BU RG ESS acousti-booth 


for quiet amid clatter 


THE BURGESS PRODUCTS CO LTb HINCKLEY, LEICS 








@ EXCEPTIONAL Example: SHEET SIDED RACKS 


OFFER OF 6ft. high, 3ft. wide, 
‘deep, 4 shelves 
NEW STEEL °°" 


SHELVING 17/6 


Many types and sizes 
available delivered free 
WRITE STATING Extension bay 57/6 
i shelves 93/-. Extension bay 7!/- dd. free U.K 
REQUIREMENTS sainaciloais 
ROCO PRODUCTS LTD., 28, CHERRY LANE, BRISTOL. 











the CASH REGISTER 


to reckon with! 


ANALYSES, 
ADDS AND LISTS 


PRICE £90 


Deliveries Ex Stock 
H.P. TERMS ARRANGED 


THE REGNA CASH REGISTER COMPANY 
Proprietors : The joeli Safe Co. (London) Limited 
7, York Place, Adelphi, London, W.C.2. TRAfalgar 3718 


Irish Republic Agents—Joeli Products |, Carroll's Quay, Cork. 








INDUSTRIAL EQUIPMENT 


Continued from page 89 


a fabricated bedplate, to which is 
bolted a carrying frame. 

The 320 c.c. Model F and 420 c. 
Model G power units are direct 
developments of the _ original 
B.S.A. designs which have proved 
successful for a variety of indus- 
trial and agricultural purposes 
The petrol-engined Model F de- 
velops 4.75 b.h.p. for a weight of 
97lb.; Model G’s output is 5.75- 
b.h.p., and its weight llb. greater 
Output of bora is slightly lower 
on vaporizing oil 

Enquiry Ref. No. F.8/5 


Cutting Your Teeth 


ID to production in the joinery 
4 or factory is a new saw gul- 
leting machine Its price, the 
makers claim, should make it 
economical for many firms to 
avoid the delays incurred by “out- 
side” sharpening or the unrelia- 
bility of hand-doctoring. 

Known as the _ Bescv, the 
machine can sharpen saw blades 
of 8in. to 40in. diameter and up 
to lin. pitch. Once set, it is en- 





Automatically sharpens all saws 


tirely automatic—and _it will 
grind all teeth uniformly, even if 
previous sharpening has left teeth 
uneven in width. 

The grinding wheel, ball-bear- 
ing mounted, is driven by a built- 
in l-h.p. electric motor. A steel 
cabinet protects the mechanism 
from dust abrasion For the 
operator's protection, there is an 
integral dust extractor driven by 
a separate motor, and a Perspex 
window over the grinding whee! 

Floor space occupied by the 
shaft is 2ft. by 2ft. 6in. It stands 
3ft. 6in. high. 

Enquiry Ref. No. F.8/6 
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CANTEEN EQUIPMENT 


Cut Price Cuttiug 


MODEST price and a sma 
ve operating space are two 
features of the Leader slicing 
machine which will appeal to the 
manager of the smaller canteen 
Incorporating many of the features 
which made the Wonder slicer so 
popular, the Leader is fitted with 
a 1l0}in. diameter’ knife The 
operating space required is only 
Ift. llin. by 1ft. 74in. and the total 
weight is 574lb 

It is, of course, a hand-operated 
machine, very free running and 
easy to clean, and can be dis- 
mantled in one minute. The slic« 
thickness indicator numbered 1-14 
for bacon, cooked meats and even 





A compact slicing machine 


new bread corresponds with the 
fully automatic machines made by 
the same manufacturer and covers 
everything from a wafer to jin 
Other features include a 
ice device for eliminating 
twin grinder stones and a knife of 
highest quality crucible cast Shef- 
field steel. The Leader is wholly 
made of metal and has no fragile 
parts. The castings are produced 
in the manufacturer's own foundry 
high-grade iron All bright 
parts are either stainless steel or 
high-grade mild steel ach is 
heavily coated with elect:o nickel 
and finally chromium piuted. Hire 
purchase terms are availabl 
Enquiry Ref. No. C.8/1 


le 
last- 


waste 


Breakages Limited 


aOR a long time there has been 
a need for a hygienic method 

of storing crockery after rinsing 
This is met by the new Protectem 
cabinet, which provides complete 
protection against dust and flies 
yet accommodates every piece of 
crockery in such a way that pieces 
can be added or removed without 
difficulty. Air moves freely within 
the cabinet and, if necessary, a 
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Type ‘K’ partitions in the offices of 
British Cellophane Ltd., Conduit Street, WA 


Efficient Office Planning 


pays Dividends 


Floor space is a flexible asset which 


can contribute in a_ substantial 
measure to the success of a business 
Segregation of departments into 
quiet orderly units improves work- 
ing conditions and simplifies direc- 


tion and control 


The impression created, especially 


on visitors, by a modern well- 
planned suite of offices, alone justi- 


fies the outlay. 
Our specialised service of partition 


construction can help to make the 


best possible use of your floor space. 


Anderson 


CO. 


Various systems are employed, 


including the installation of pre- 
fabricated units, thus preventing the 
nuisance caused by the erection of 
old-fashioned stud-type partitions; 
literally be built 


partitions may 


around your staff. Such units are 


demountable, facilitating subse- 
que nt enlargement or contraction ot 


departments, if desired 


We shall be ple ased to advise on the 
most suitable type of construction 
for your specific needs and to assist 
in planning an efficient layout 


Please ask for Booklet. 


Construction 


LTD 


@ PARTITIONING @ THERMAL INSULATION @ SOUND-DEADENING 


CLIFTON HOUSE, EUSTON RD., LONDON, N.W.1. 


Contracting Agents thro 


EUSton 7465 


sghout the Country 
















You can MAKE 


almost ANYTHING with 


ROCANO 


SLOTTED STEEL ANGLES 


|" y and 3" 


ALL SIZES bolt together (— 


to make 
RACKS, 


BENCHES, PARTITIONS, 
GUARDS, TROLLEYS, etc 


Write for brochure 


ROCANO LTD., 
28, CHERRY LANE, BRISTOL. 


Tel.: 27628. 


3” x 14” x 14g. x 10’ 
£7. 5. 0. per 100 ft. 
2” x I” x 14g. x 10’ 
£6. 17. 6. per 100ft. 
,rararse 
£6. 2. 6. per 100ft. 
Tee. 2” x }” x 10’ 
£6. 2. 6. per 100ft. 


Price reduction for quantities 










ROCANO 
WORK BENCH 
Construction details on request 























a are sometimes 


contemptuously regarded as 
‘boxes that go up and down’. 
We don’t mind. In fact if it 
is one of our lifts we feel rather 
pleased. If there has been no 
need to occupy the mind with 
more than this fact then 
obviously the lift must be 
operating perfectly. We 
pride of ourselves too, on the 
harmonious sequence of events, 
from initial enquiry, 
to the completed installation. 
Keighley Lifts, Ltd., 
(Dept. B.3.), Keighley. 

















nay SAVES STENCILS 


Stencils are usually discarded after a single 
run for lack of suitable storage. With the new 
Eltray system — can be kept in perfect 
“working order” and used again and again. The 
used stencil is always accessible, found at a 
glance when a further run is required. 


The cabinet is stove enamelled in wrinkle 
finish. Each of the six drawers in smooth eggshe!! 
grey holds 25 stencils on separate frames preserve! 

rmanently in a transparent non-stick wrapper. 
ingle drawer units available. 


Full particulars from 
ELTRAY FILING SYSTEM LTD 
10, Tottenham Mews, W.\1. 





Trlephone 


LANgham 2226 











drying electrical unit can be fitted. 


tinned wire racks mounted on an 
aluminium base with removable 














This cabinet holds 250 pieces 


aluminium drip trays to each shelf. 
All the handles and fittings are 
rustproof and the interior is 
sprayed with cream enamel. The 
cabinet is made of best quality 
timber and plywood, occupies a 
floor space of 3ft. by 1ft. 3in. and 
holds 50 saucers, 50 side plates, 50 
dessert plates, 50 dinner or soup 
plates and 50 cups, a total of 250 
pieces. There is room in the lower 
cupboard for teapots, jugs, etc 

Enquiry Ref. No. C.8/2 


Three in One 


USEFUL combination of hot 
i cupboard, frier and bain- 
marie is the neatly designed 
Chefmaster unit which measures 
only 4ft. 5in. long by 2ft. lin 
deep and has a working height of 
3ft. 4in. The capacity of the hot 
cupboard is eighty 10in. plated 
meals, and that of the frier 45lb 
of fish or chips per hour. The 
bain-marie consists of four one- 
gallon pots and an entree dish 
measuring 6 by 10 by 4in. 

The hot cupboard has two re- 
movable shelves, sliding doors and 
fiush - fitting insulated controls; 
features of the fryer include an 
easy-roll top and fume extraction 
The top plate of the bain-marie is 
made of alloy, the containers are 
in aluminium and there is a gal- 
vanized steel pan. General con- 
struction of the store cupboard is 
of heavy mild steel finished in grey 
vitreous enamel with chrome 
fitting and anodized alloy doors. 


— 





Enquiry Ref. No. C.8/3 
BUSINESS 


The cabinet incorporates patented 





































HOW WORK;STUDY 
INCREASED PRODUCTIVITY 


Continued from page 49 





le 









There was plenty of scope for 
motion study to be applied to the 
section and work-place layouts. As 
each girl was entirely responsible 
for assembling her own proportion 
of orders, it was decided to provide 
individual benches. 

Before motion study, components 
were heaped on the bench, and the 
completed assemblies placed to onc 
side in a tray. The operation was 
essentially “one-handed,” in that 
the large components were held by 
the left hand, whilst the right 
hand placed the tapered rollers 
into the bearings. This is illus- 
trated in the _ simplified two- 
handed process chart of the old 
method. 












Evolving a New Method 


It was evident that a new 
method would have to be evolved 
before the operator could assemble 
two bearings simultaneously. This 
meant providing a holding device 
for two bearings and a similar 
means of grasping the small 
tapered rollers, so that the left 
hand could carry out the same 
function as the right 

In the experimental stage, the 
holding device consisted of two 
ordinary bottle corks fixed to the 
bench, in front of the operator 
These were later replaced with 
turned metal studs which could be 
adjusted on the bench to vary the 
centre to centre distance, and when 
necessary be replaced by studs of 
larger diameter to accommodate 
bearings of larger sizes 

A study of existing method of 
grasping the rollers showed that a 
pinch grasp was being used; al- 
though this could be accomplished 
with the right hand after long 
practice, it proved very difficult for 
the left. Eventually a lip bin was 
designed which enabled the rollers 
to be grasped with the forefinger 
only, by sliding. The grasp method 
was thus changed from a pinch 
grasp to a hook grasp, and it was 

found that the operators could 

soon learn this two - handed 
method 

Next, gravity fed hopper-type 
bins were designed in such a way 
that the delivery area of each bin 


































it’s no longer 
a problem 

we know 

the answers 








was within normal reach of the 






AUGUST, 1953 





Storage Racking? Yes, and every other form of 
tubular structure yet imagined. Send your problem 
or write for details. 


Oi) 





KEE KLAMP. 


REGISTERED TRADE MARK 


TUBULAR STRUCTURES 


THE GEO H GASCOIGNE CO tTo 
507 GASCOIGNE HOUSE. READING. BERKS 
Telephones: Reading 4831-2-3: 5067-8-9: 2273-4-5 











RANDALL 


PRODUCTS 


for PRODUCTIVITY 


-.. IN WORKS 


A unique ‘ build-it-yourself’ tray 
storage rack, which will solve a 
thousand and one ‘ where to put it ’ 
problems in every works. RECEPTO- 
RAK has only five basic components 
and offers three sizes of trays 





























Write for details of all RANDALL PRODUCTS and when in town 


our Showrooms 


RANDALRAK LIMITED 


106 VICTORIA STREET, LONDON, S.W.1. 


-.+ AND OFFICES 


A new approach to the old problem 
of filing. REFEREADY offers you 
better filing at lower cost and makes 
top class suspension filing a practical 
proposition for ali departments 


inspect them for yourself in 


(DEPT. B) 


Phone: ViICtoria 3485/4238 








IT's 
WONDERFUL 


Almost every manu- 
facture has one process 
or more in which rubber 
bands—of a suitable size 
and gauge—can speed up 
production and cut costs. 
We will gladly send an 
expert to show you where 
and how rubber bands 
could save you time and 
money. Simply ’phone 
or write to us: 


COOMBS of WIMBLEDON 


Sole makers of ‘STANDARD BRAND’ Rubber Bands 
(Samples on request. Please mention this publication) 
H. A. COOMBS LTD. 

Standard Works, Richmond Road, 
Wimbledon, $.W.20. 

"Phone: WIMbiedon 6555 
"Grams; Absentment, Wimble, London 





NEW FLOORS 
FOR OLD / 


Old or worn Softwood and Hardwood 
floors made like new by our money- 
saving Electrical Renovating Process. 


Estimates without obligation 


We lay new floors of all descriptions 
including :— j 
PARQUET, WOOD BLOCK, 
STRIP, WOOD MOSAIC, 
TERRAZZO, COMPOSITION, 
THERMO-PLASTIC, RUBBER 
and CORK, LINOLEUM, TILE 
All laid by Expert Craftsmen under™our 
Special Guarantee 
Send for Brochure “ Beautiful Flooring "* No."2 
THE GREAT METROPOLITAN 
FLOORING CO. LTD., 
73 Kinnerton St., Knights- 
bridge, S.W.1. 
Telephone SL Oane 0047 (7 lines) 





operator; then the components 
were arranged in a sequence that 
would permit the greatest 
economy of hand movement As 
shown in the two-handed process 
chart for the new method (Fig 
the first component to be grasped 
is the cage and the next the race— 
both in the same hand. The parts 
assembled on the studs in 
reverse order, race first This 
process is quite simple, as the race 
was the last component to _ be 
picked up 

After the bearings are assem- 
bled, they are placed in specially- 
designed work trays which can be 
slid under the bench as they be- 
come full Eventually, they are 
placed on a roller conveyor at the 
rear of the assembly bench. 

A chute can be seen in the 
assembly bench immediately in 
front of the operator for the pur- 
pose of disposing rejects and 
wrong components which find 
their way to the section 

The cycle time for this assembly 
operation has been reduced by 25 
per cent. and the output increased 
by 50 per cent. Operator’s earnings 
have risen by 35 per cent. and the 
morale of the section has been 
greatly improved 


6), 


are 


General Progress to Date 


Two-thirds of the direct and in- 
direct workers have been time- 
studied, with an average increase 
in productivity of more than 25 
per cent. Between 25 and 30 
in the factory and office have been 
motion-studied and a full pro- 
gramme is now going into opera- 
tion after intensive study by 
specialized members of the depart- 
ment (as well as education and 
propaganda by means of films) 

A merit plan has been drawn up 
for day workers. Factors on which 
it is based are: education or trade 
knowledge; experience; initiative 
and ingenuity; physical demand 
mental and/or visual demand; 
responsibility for material or pro- 
duct; responsibility for the safety 
of others; responsibility for the 
work of others; working conditions 
and hazards. These are grouped 
under four main headings: skill, 
responsibility, effort and working 
conditions. Pay is graded accord- 
| ingly 

The proportion of the labour 
| force “on incentive” has gone up 
from 37 to between 56 and 60 per 
cent 


jobs 
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CLASSIFIED ADVERTISEMENTS 


RATE—S - a line (average 45 letters per line). 
Minimum 3 lines costing 15/-: each additional 
line or part of a line 5/-. Box No. counts as 
one line and is to be paid for; replies are 
forwarded free of charge, 24", discount for 6 
insertions, 5°. for 12. Payment with order 
for single insertion. 


APPOINTMENTS VACANT 
Leading Office Equipment Distributors in 
South Wales have a vacancy for a Sales Manager 
Must be thoroughly conversant and experienced in 
Office and Industrial Equipment and Furniture 
Box No. 1195 c/o BUSINESS, 180 Fleet Street 
E.C.4 


FOR SALE 

Addressali Equipment for disposal—includes 
two Addressing Machines in excellent condition 
(one not used since purchase). One 72 Drawer 
Steel Filing Cabinet, One 20 Drawer Steel Cabinet 
one L. C. Smith Typewriter for Stencil work 
Your inspection and offers are invited for all or 
part of this equipment to, The Secretary, The 
South Midlands Co-operative Laundries, Led., 
Swan Lane, Coventry 

Ediphone Recording Equipment for disposal. 
Complete modern unit, includes executive and 
secretarial machines. All Edison serviced. Offers 
to Box No. | 194 c/o BUSINESS, 180 Fleet Street 
E.C.4 

Milford-Astor Automatic Presentation 
machine Model No. 7M2 complete with all 
accessories (founts of type, etc.) for producing 
showcards and displays of all kinds in plastic and 
board. Unused. Apply Box No 1193 c/o 
BUSINESS, 180 Fleet Street, E.C.4 
One Multilith Model 50 in 
ondition at a reasonable price 
Dictating Unit with equipment 
new. Rawlings & Phillips, Led., Calne 
Phone Caine 2158 

Tape Recorders for sale, nearly new Sound- 
mirror £55, Baird £45, also new Grundig machines 
Rex Recorder, spare Dictaphones and Ediphones 
Holdings, 39 Mincing Lane, BLACKBURN 
Burroughs Electric Accounting Machine, 
78 Model, purchased 195|—-very little used. Has 
had regular maintenance and is in thoroughly good 
condition. May be inspected Mondays to Fridays 
by arrangement. Phone Royal | 200 
Gestetner Duplicating Machine, Model 
55E/B. Brief size, electrically operated, complete 
with all equipment and cabinet. Excellent 
condition. £60 or near offer. Apply Box No 
1185 c/o BUSINESS, 180 Fleet Street, E.C.4 
Kardex Cabinets in sizes 8 x 5,6 x 4,5 x 3, 
tt x6 

Cope-Chat,6x4,8x 5 

Seldex, 8 x 5, size, Postindex, 8 x 5 

Shannon, 8x 5,64 

Strip Index Panels, 300, 6 x 4. 

8 x 5 at Ss. each 

Please send for our latest list of used Visible 
Record Cabinets from England's largest stockist 
Chubb Fire-proof Ledger Trolleys. Duo-Brittanic 
Calculators. Sumiock Sterling Calculators. Plus 
Adders, Sterling Decimal. Office Tables, ex- 
Ministry of Works, 4 6” x 2’ 6", only £4 5s. Od 
each. 100 available. “‘The Office Centre’ 
Commercial Equipment Co., 68/70 Queen Street, 
E.C.4 


really good 
One Recordon 
Condition as 
Wilts 





DUSTSHEETS, WATERPOOF 
COVERS and 
TARPAULINS 


New or reconditioned. Sale or Hire. 
Speciality 

Fully reconditioned, waterproofed 

and re-roped ex-Railway Tarpaulins 

approx. 20’ x 14’ £5. 14’ 10’ 50/-. 

Any quantity carriage paid from stock. 


STAYTITE COVER CO., 
Springfield Mills, Preston. 


‘Phone: 2198. 
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For Sale—cont. 


FULL STEAM IN FIVE MINUTES with 
B. & A. Electrode Boilers. Used by British 
industries for 20 years. No boilerhouse no flue, 
mo attendant needed. The most compact and 
convenient steam raisers available, can go beside 
machines using the steam. Write for leaflet 107 
Bastian & Allen. Ltd., Ferndale Terrace, Harrow. 


Tarpaulin sheets selected Ex-Railway Tar- 
paulins Fully Reconditioned and Re-roped 
Approx. size 20’ x 14’, also 14’ x 10’, and 10’ x 7” 
Turners Tarpaulins, Queen Street, Denton, 
Manchester. Phone Denton 2804 


Three Banda Spirit Duplicators in good 

condition—model 17 electric. Voltage 220-230 

A.C. (Being replaced by model 170 E.S.). Apply 

Supplies Manager, The Salvation Army Assurance 

Soctety. Ltd., 220-226, Tottenham Court Road 
1. 


Dictaphone A.7. and S.7. together with six 
cylinders and shaver, only slightly used since being 
reconditioned by Dictaphone Co., Led., in 1950 
offers to E. T. Baker (Maldon), Ltd., Maldon, Essex 


Unifold Paper Folding Machine for sale. 
Size 8" x 13°. Motor drive 240/250/1/50. F. J 
Edwards, Led., 359, Euston Rbad, N.W.! 


44 Cope-Chat Ledger Trays |!" x 7". Allin 
excellent condition. Will sell singly. Best 
offers. Phonotas Company, Limited, 125, High 
Holborn, W.C.1. Holborn 5000 


Filing installation in wood comprising 225 
drawers 6” wide 10° high and 20° deep. Advert 
on page 35 of Mid June issue of BUSINESS refers 
Box No. 1196 c/o BUSINESS, 180 Fleet Street 
E.C.4 





HEATING 
HEAT YOUR HOUSE with unrationed oil, 


the cheapest form of clean, labour free, automatic 
heat. Your boiler can be converted for about 
£200, including tank. Write Nu Way Heating 
Plants, Lted., Droitwich 


MISCELLANEOUS 
DICTATING MACHINE CONSULTANTS 


established thirty years prepared to advise you on 
the type of System best suited to your require- 
ments, and to supply most good makes of elctronic 
and acoustic machines. Consult the dictating 
machine specialists : Dixon's, 229 Oxford Road 
Manchester. Telephone ARDwick 4269 


Circularising campaigns, mailing lists, enve- 
lope addressing (one of the-largest organisations 
in the country); highest class duplicating (all sizes) 
words and illustrations, black or colour: specialist 
typing; facsimile document copying. IMPRINTS 
28 Chapel Street, Liverpool! 3 


Free advice on better heating by oil! filled 
radiators (rental terms), central heating, draught 
proofing, insulation, etc Consult Hurseal, 229 
Regent Street, W.!. Regent 105! 


PATENTS 


The proprietors of British Patent No. 620,97! 
or ‘‘Improvements relating to Duplicating 
Apparatus '’ desire to enter into arrangements by 
way of licence or otherwise on reasonable terms 
for the purpose of exploiting the invention and 
ensuring its full development and practical working 
in this country All communications should be 
addressed to H. D. Fitzpatrick & Co., 27, Chancery 
Lane, London, W.C.2, and 94 Hope Street 
Glasgow 


RUBBER STAMPS 


You can post your orders with every confi- 
dence, Bowen's, 7 Campbel! Road, West Croydon 
Surrey 


WANTED 
Cash waiting for redundant Kardex, Roneo- 
dex, Office Machines and all types of Equipment 


Write Box No. 1168 c/o BUSINESS, 180 Fleer 


Street, E.C.4 


FONADEK wanted second-hand state price 
to Box 1197 c/o BUSINESS, 180 Fleet Street, E.C.4 


FIRE! quick: 


DEADLY SERIOUS BUT FOR 


NU-SWIFT ! 


‘The Police advised us to keep clear 
until the Fire Brigade arrived but, re- 
charging Nu-Swift four times, | saved 
our home and business. ‘What a 
wonderful job’, said the Fire Brigade. "’ 
NU-SWIFT LTO . ELLAND . YORKS 
In Every Ship of the Royal Navy 





TARPAULINS 


FOR 


HIRE 


5. LOMAS & Co. 
(TARPAULINS) LTD. 
WARD ROAD WORKS, | 

LONDON, E-I5 | 


MARyland 3616 | 








WESTMINSTER 
TYPEWRITERS LTD. 


68, VICTORIA STREET, LONDON, 5S.W.1 


NEW & REBUILT 
TYPEWRITERS FOR SALE 


DEFERRED TERMS AVAILABLE 
MACHINES FOR HIRE 


PROMPT, EXPERT REPAIR 
SERVICE 


VICTORIA 2671! 














MASONITE 
PRESDWOOD 


is so reliable. . . 


Masonite Presdwood has been used in 
Industry for more than 20 years, and has 
proved its quality. Panelling, cupboards 
and fitments, signs and displays. 
Samples and details Registered Trade Mark 
rom 
Masonite 
Led 
Bevis Marks House 
London, E.C.3 
AVEnue 2846 








ALPHABETICAL LIST OF ADVERTISERS 





Abix (Metal Industries), Ltd. 10 
Ambidex Com- 
pany : , 
Anderson Construction Co., 

Led 91 
Art Metal Construction Com- 
pany 


Equipment 
96 


Bawn, W. B., & Co., Led 
Blick Time Recorders, Led 
Block & Anderson, Ltd 
British Electrical 
ment Assn 
British Olivetti, Led 
British Paints, Led 
British Vacuum Cleaner 
Eng. Co., Led 
Brown, F.C 
Bulmer's (Calculators), Led 
Burgess Products Co., Ltd 
Burroughs Adding Machine, 
Ltd 5, 32, 


30 
29 
8 
Develop- 
Prospect iv 
4 
13 
Ah 
12 
20 
85 
90 


36 


Cave, C. W., & Co., Led 
Central Red:ffusion Services 
Led Prospect xii 
94 


9 


Coombs, H. A., Led : 

Co-operative Wholesale So- 
ciety, Led 

Copeland-Chatterson Co, 
Led 


6 


27 
28 
22 
38 
24 
75 


Counting Instruments, Led 
Cox & Co. (Watford), Led 
Cullum, H. W., & Co., Led 
Cushman & Denison, Led 
Cuxson Gerrard & Co., Led 


17 
80 
21 
33 
76 


Dapag (1943), Led 

Deosan, Ltd 

Dexion, Led 

Dictograph Telephones, Led 
De La Rue, Thos., &'Co., Led 


Edison-Swan Electric Co., Led | 

Egry, Led ; _ 3 

Ellams Duplicator Co., Ltd. 84 

Eleray Filing System, Led. 92 

English Numbering Machines, 
Led 

Expandex Visible Filing Co., 
Led 


14 





28 


Fanfold, Led 
Farquharson, Jas, & Sons, 
Led 


Fonadek (Branson), Ltd 
Freeder Bros. Paper Mills 


Gascoigne, The, Co., Ltd 

Gent & Co., Ltd 

Gledhill-Brook 
corders, Ltd 

Glover, J., & Sons, Ltd 

Great Metropolitan Flooring 
Co., Ltd 

Greyer, M. E 


Time  Re- 


Harcrafc, Led 
Hartley Electromotives, Led. 
Harvey, G. A., (London), Led 


Haycrafe, M. & L., Led. Cover i 


Holoplast, Led 


1.8.M. United Kingdom, Led 
imperial Typewriter Co., Led 


International Coin Counting 
Mch. Co., Led 


Joeli Safe Co. (London), Ltd 
Johnson, Thos., (Metal Press 
Workers), Led 


Kalamazoo, Ltd 
Keighley Lifts, Ltd 


Lamson Engineering Co., Led 

Lamson Paragon Supply Co., 
Led 

Lancaster Bros., Ltd 

Leabank Chairs, Ltd 

Lomas, S., & Co., Led 

Lyons, J., & Co., Ltd 


Magneta Time Co., Ltd 
Masonite, Led 
Merchant Trading Co., 
Metalrax, Ltd 
Moss,Wm., & Sons, Led 


Led 


10 
95 
3! 
14 
31 





Noble Lowndes Pension Ser- 
vice, The Prospect iv 
Nu-Swife, Ltd 95 


Office Machinery, Ltd 26 


c 


88 
68 
15 


Perring, John, Led 
Petty & Sons, Led 


Pirie, Appleton, & Co., Ltd 


Randalrak, Ltd 
Read & Campbell, Led 
Reliance Telephone Co., Ltd 


93 
12 
% 
Remington-Rand, Ltd. Cover iii 
Renfrew Foundries, Ltd 

Cover ii 
Richardson, W. J., & Sons, 

Led 

Rocano, Ltd 


Roco Products, Ltd 


92 
90 


20 
26 
87 

7 


School of Accountancy, Ltd 

Service Electric Co., Led 

Shannon, Led 

Shell Chemicals, Led 

Sieber, James, Equipment 
Co., Led 

Standard Typewriter Co 

Staytite Cover Co 

Stelp & Leighton, Led 


34 
9 
95 
22 


Tan-Sad Chair 

Led. 
Taylor's Typewriter Co., Ltd 
Telephone Rentals, Ltd 
Tomkin, G. F., Led 


Co. (1931), 


Underwood Business 


Machines, Ltd 42 


72 
34 


Vernon & Co., Ltd 
Victrolec, Led. 


West, A., & Partners i8 
Westminster Typwriters, 
Ltd 95 
Westwood, Joseph, & Co., 
Led. 75 





FIFTY PERCENT FASTER 


AND 


More Accurate Sorting 


THE AMBIDEX SORTOFILE 


speeds up Filing, Ledger-Posting, 
Invoicing, Dissection, Costing, etc. 
Desk Models as above are supplied in 
various sizes from 25 to 150 divisions. 
Larger models with Stands, movable 
Carriage Units, etc. on one or both sides, 
enable one operator to sort direct to as 
many as 1,200 divisions for usual office 
papers and a larger number of divisions 
for small items. 

Indexing of the divisions can be anything 
desired or 
special. 


alphabetical, numerical 


Details on request. 


AMBIDEX EQUIPMENT CO 


24, COLEMAN ST., LONDON, E.C.2. 
MONerch 3363 





Wheeler, H., & Co., Led 








All we ask you to do 
is to 


Yes, it's as simple as that. Why endure delays and frustration 
when by instafling RELIANCE Loudspeaking Telephones, 


you can, at the flick of a switch, instantly contact any member of your staff 
Valuable time is saved and the P.O. switchboard is relieved 


of all ‘inside’ calls. 


he RELIANCE TELEPHONE C0 47 


(A Subsidiory of the 

43-47 PARKER STREET, 
Telephone ; Chancery $341 (P.8.X.) 
INTERNAL TELEPHONES 


General Electric Company Limited) 
KINGSWAY, 


MUSIC FOR 


LONDON, W.C.2 
Branches throughout the United Kingdom 


STAFF LOCATION INDUSTRY 


bf 


FT FINGER 














FOR OUR 
ILLUSTRATED 
LEAFLET 
B2/1 


WRITE TODAY 
































Printed for the Proprietors, BUSINESS PUBLICATIONS, Ltd.. by R. W. Simpson & Co., 


and published by the Proprietors at 
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Ltd., Richmond, 
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Surrey 
E.C.4 





from Remington Ftand 


A close liaison between management and 
every stage of production is an essential 


factor of industrial efficiency. 


The Man from Remington Rand can advise 
management on new systems and equipment 
for the promotion of closer control over 

production, inventory and budgeting. He can 
provide, from the wide range of Remington 
Rand business products and systems, indivi- 


dual answers to all management problems. 


Memington Mland 


SYSTEMS, MACHINES 
AND EQUIPMENT... 


FOREMOST ACCOUNTING MACHINES 
REMINGTON TYPEWRITERS 
REMTICO OFFICE SUPPLIES 
KARDEX VISIBLE RECORDS 
SPEEDAC SUSPENSION FILING 

SAFE CABINET & SAFETIFILI 
PHOTO-DOCUMENTATION EQUIPMENT 
OFFICH FURNEPURE & PLANNING 


... the easier way 


to Office Efficiency 


woklet * The Easier Way to Office Efficiency ° to Dept. OF14 


REMINGTON RAND LTD... COMMONWEALTH HOUSE, 1 NEW OXFORD sT.. W.C.1 Tel: CilAncery 





“Only So Big” 


That's all the space needed for the Aga- 
phone dictating machine. If you think 
dictation equipment takes up a lot of 
valuable desk or office space you will be 
pleasantly surprised when you see the com- 
pact Agaphone. It is only a little larger 
than a telephone and when not in use, can 
be comfortably accommodated in any 
drawer witha minimum depth of 73 inches. 
Small size is not the only advantage of the 
Agaphone, there are many outstanding 
features that make it the perfect dictating 
machine for businessmen. 

Satisfy yourself by having a personal 
demonstration—it places you under no 
obligation. 


FOR THE MAN WHOSE TIME 


AND SPACE IS PRECIOUS 





FACTS 


Up to an hour's dictation 
with the spools of wire held 
in a foolproof magazine. 
Can be used for conference 
recording. Small and com- 
pact. Time control enables 
dictation to be automati- 
cally located for playback. 
Signalling device warns 


| or telephone the distributors 
your secretary of remarks, 


instructions, etc., which are 
not to be transcribed. Key M & L. HAYCRAFT Ltd 
controls are simple and 24 ST. STEPHEN’S HOUSE, CANNON ROW, 
positive. Handsome WESTMINSTER, S.W.!. 

appearance. Operates on Telephone: WHitehall 9618/9 

any voltage and can be used 


in a car. SA A, SATE a 





